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EXECUTIVE SUMMARY

Information is the common currency among the activities and staff involved in the stewardship
of natural resources for the National Park Service (NPS). This Executive Summary chapter
summarizes the PACN data management strategy. The Data Management Plan is a guide for
current and future project leaders and PACN staff to ensure the continuity and documentation of
data management methods and procedures over time. The DMP, in turn, refers to other guidance
documents and standard operating procedures which convey the specific standards and steps for
achieving the network’s data management goals.

The Data Management Plan (DMP) focuses on the processes used to:
e Acquire, store, manage and archive data
e Ensure data quality
e Document and disseminate data
e Ensure the long-term access to and utility of data.

Data Management Goals

The overall goal of the NPS I&M Program is to provide scientifically and statistically sound data
to support management decisions for the protection of park resources. The Program’s data
management mission is to ensure the quality, interpretability, security, longevity and availability
of our natural resource data.

The goals of the PACN Data Management Plan are:

e Goal 1 - Ensure the high quality and long-term availability of the ecological data and
related analyses produced from the network’s inventory and monitoring work.

e Goal 2 - Initiate and invest in data management activities based on data and information
needs defined in network monitoring protocols and inventory study plans.

e Goal 3 - Integrate data management activities with all aspects and at all stages of network
business.

e Goal 4 - Specify data stewardship responsibilities for all personnel.

e Goal 5 - Collaborate internally and externally to address data management issues with
individuals at all organizational levels.

Priorities of Natural Resource Data
The priorities for network data management efforts are:
e Produce and curate high-quality, well-documented data originating with the 1&M Program
e Assist with data management for current projects, legacy data and data originating outside
the 1&M Program that complement program objectives
e Help ensure good data management practices for park-based natural resource projects that
are just beginning to be developed and implemented

Data Stewardship Roles and Responsibilities

Every individual involved in the 1&M Program is required to understand and perform data
stewardship responsibilities in the production, analysis, management, and end use of the data as
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described in the Data Management Plan and the specific vital signs monitoring protocols.
Monitoring protocols will describe specific roles and responsibilities in detail. Senior network
staff (described in Chapter 8 of the PACN Monitoring Plan) shares responsibility in ensuring that
data management procedures are followed.

Data and Information Workflow

Understanding the life cycle of data throughout a project will help to manage the staffing
resources necessary to complete and support quality data. For data management to be effective, it
must occur throughout all stages of the project.

A project is divided into the following stages:
Planning and Approval

Design and Testing

Implementation

Product Integration

Evaluation and Closure

SAEI N

PACN uses a project tracking database to document and support the progress of information
collected for PACN projects. Most notably, this database tracks project status, changes to
protocols, and archiving and distribution of deliverables.

Infrastructure and System Architecture

Infrastructure refers to the network of computers and servers that our information systems are
built upon. PACN relies heavily on the national, regional, and park information technology (IT)
personnel and resources to maintain its computer infrastructure. This includes, but is not limited
to: computers, servers and other related hardware; software installation and support; email
administration; security updates; virus-protection; telecommunications; computer networking;
and backups of servers.

The infrastructure supports these required functions:
e Provide a central repository for master datasets
Provide controlled subsets of data for local computing
Provide a means for uploading and downloading data for both NPS and public
Support desktop and internet applications
Provide security, stability, and backups of digital data products

Database Design Strategies
The project leader and the data manager will work together to develop conceptual and logical
data models to:

1. Understand the data life cycle flow of the data collection process. Where is the starting
point of the data collection (for example, a visit to a site) and what steps are involved in
data processing.

2. Determine the data relationships as the implementation progresses. For example, one site
visited many times with many collections.

3. Determine how the information will be presented.
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Understanding the relationships between the data components collected is the key to the success
of a database and its utility. If the relationships are misunderstood, the database may become
tedious in data entry and cumbersome at data output.

The PACN Data Management Plan specifies the standards by which data will be handled. Data
management elements or principles common to more than one vital sign will be managed in a
conventional manner to allow for greater comparison of data across the network, as well as to
enhance general data integrity.

Acquiring and Processing Data
The types of data handled by the 1&M Program fall into three general categories:

e Program data — produced by projects that are either initiated (funded) by the 1&M Program
or involve the 1&M Program in another manner (e.g., natural resource inventories and vital
signs monitoring projects)

e Non-program legacy/existing data — produced by NPS entities without the involvement of
the 1&M Program (e.g., park or regional projects)

e Non-program external data — produced by agencies or institutions other than the National
Park Service (e.g., weather and water quality data)

Most data acquired by the network will be collected as field data (inventories and monitoring
studies) or discovered through data mining initiatives (legacy/existing data). Methods of field
data collection, such as paper filed data forms, field computers, automated data loggers, and GPS
units will be specified in individual monitoring protocols and study plans. Field crew members
must closely follow the established standard operating procedures (SOPS) in the project protocol.
Data acquired by non-program sources, such as data downloaded from other agencies, will also
be specified in individual monitoring protocols.

Ensuring Data Quality
High quality data and information are vital to the credibility and success of the 1&M Program
and everyone plays a part in ensuring products conform to data quality standards.

Although many quality assurance/quality control (QA/QC) procedures depend upon the
individual vital signs being monitored, some general concepts apply to all. Specific procedures to
ensure data quality must be included in the protocols for each vital sign. Examples of QA/QC
practices include:

e Field crew training
Standardized field data sheets with descriptive data dictionaries
Use of handheld computers and data loggers
Equipment maintenance and calibration
Procedures for handling data in the field
Database features to minimize transcription errors, including imports from data loggers,
range limit, pick lists, etc.
e Verification and validation, including automated error-checking database routines

Quality assurance methods should be in place at the inception of any project and continue
through all project stages to final archiving of the dataset. It is critical that each member of the
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team work to ensure data quality. The final step in project quality assurance is the preparation of

summary documentation that assesses the overall data quality. A statement of data quality will be
composed by the project leader and incorporated into formal metadata. Metadata for each dataset
will also provide information on the specific quality assurance procedures applied and the results
of the review.

Data Documentation
Documenting datasets, data sources, and methodology by which the data were acquired
establishes the basis for interpreting and appropriately using data. At a minimum, all data
managed by the network will require the following elements of documentation:
e Project documentation
e Formal metadata compliant with Federal Geographic Data Committee (FGDC) standards
e Data dictionaries and Entity Relationship Diagrams (ERDs) for all tabular databases

Data documentation will be available and searchable in conjunction with related data and reports
via the PACN website as well as the national &M Program’s NR-GIS metadata and data store.

Data Analysis and Reporting

Providing meaningful results from data summary and analysis is a cornerstone of the 1&M
Program and characterizes the network’s data management mission to provide useful information
for managers and scientists. Each monitoring protocol establishes requirements for on-demand
and scheduled data analysis and reporting. Based on these requirements, the associated databases
for the protocols include functions to summarize and report directly from the database as well as
output formats for import to other analysis software programs. In addition to tabular and charted
summaries, the network provides maps of natural resource data and GIS analysis products to
communicate spatial locations, relationships and geospatial model results. Chapter 7 of the
PACN Monitoring Plan provides more details regarding the network’s analysis and reporting
schedule and procedures.

Data Dissemination
The PACN data dissemination strategy aims to ensure that:
e Data are easily discoverable and obtainable
e Only data subjected to complete quality control are released, unless necessary in response
to a Freedom of Information Act (FOIA) request
e Distributed data are accompanied by appropriate documentation
e Sensitive data are identified and protected from unauthorized access and inappropriate use

Access to PACN data products will be facilitated via a variety of means that allow users to
browse, search and acquire network data and supporting documents. These means include, but
are not limited to:

e Links to public data products will be maintained on the PACN public website

e NR-GIS Metadata and Data Store. Distribution instructions for each dataset will be

provided in the respective metadata.
e Service-wide databases, such as NPSTORET, NPSpecies, and NatureBib
e Regional, Network, or Park data servers protected with read-only access
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e External repositories such as the University of Hawaii, US Geological Survey, US Forest
Service, Bishop Museum, Western Regional Climatic Center, and many others
e FTP sites, CDs, DVDs, or hard drives, as appropriate

Ownership, FOIA, and Sensitive Data
PACN products are considered property of the NPS. However the Freedom of Information Act
(FOIA) establishes access by any person to federal agency records that are not protected from
disclosure by exemption or by special law enforcement record exclusions. The NPS is directed to
protect information about the nature and location of sensitive park resources under one Executive
Order and four resource confidentiality laws:

e Executive Order No. 13007: Indian Sacred Sites

e National Parks Omnibus Management Act (NPOMA; 16 U.S.C. 5937)

e National Historic Preservation Act (16 U.S.C. 470w-3)

e Federal Cave Resources Protection Act (16 U.S.C. 4304)

e Archaeological Resources Protection Act (16 U.S.C. 470hh)

When any of these regulations are applicable, public access to data can be restricted. If
disclosure could result in harm to natural resources, the records may be classified as “protected’
or ‘sensitive’. The NPS recognizes the following resources as sensitive:

e Endangered, threatened, rare, or commercially valuable NPS resources

e Mineral or paleontological sites

e Objects of cultural patrimony

e Significant caves

The PACN will comply with all FOIA restrictions regarding the release of data and information,
as instructed in NPS Director’s Order #66 and accompanying Reference Manuals 66A and 66B
(currently in development). Managing natural resource information that is sensitive or protected
requires the following steps:

e ldentification of potentially sensitive resources

e Compilation of all records relating to those resources

e Determination of which data must not be released in a public forum

e Management and archive of those records to avoid their unintentional release
Classification of sensitive data will be the responsibility of Network staff, park superintendents,
and project leaders. Network staff will classify sensitive data on a case-by-case, project-by-
project basis and will work closely with project leaders to ensure that potentially sensitive park
resources are identified, that information about these resources is tracked throughout the project,
and that potentially sensitive information is removed from documents and products that will be
released outside the network.

Digital Data Maintenance, Storage, and Archiving
PACN data maintenance, storage and archiving procedures aim to ensure that digital data and
related metadata documentation are:
e Kept up-to-date with regards to content and format such that the data are easily accessed
and their heritage and quality easily learned.
e Physically secure against environmental hazards, catastrophe, and human malice.
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Primary data maintenance will be performed on the PACN file server and on service-wide
servers maintained by the 1&M Program. PACN depends on Regional IT staff for assistance with
regular data backups. Data and information content on PACN and service-wide servers will be
kept current. Accompanying documentation files will reflect any updates. These information
files will be properly cataloged and maintained on the PACN website, and latest versions of
primary data will be available in conventional formats reflecting common data usages in the
resource management community.

Project data will be electronically archived as stand-alone products and will include:
e Project documentation

Data in raw, verified, and analyzed conditions

Respective metadata

Supporting files, such as photographs, maps, etc.

All associated reports

Final deliverables from project data will be integrated within ongoing libraries and databases.

Non-Digital Data Archiving and Records Management

In most instances, administrative documents, natural history specimens, photographs, audio tapes
and other materials are essential companions to the digital data. Direction for managing many of
these materials (as well as digital materials) is provided in NPS Director’s Order 19: Records
Management (2001) and its appendix, NPS Records Disposition Schedule (NPS-19 Appendix B,
revised 5-2003). NPS-19 states that all records of natural and cultural resources and their
management are considered mission-critical records, that is, necessary for fulfillment of the NPS
mission and must be permanently archived.

The PACN data management strategy includes assisting project leaders in complying with
archival directives. Whenever possible, physical items considered project products such as
reports, maps, photographs, or notebooks will be cataloged and archived by the park(s) involved
with the project. When this is not possible, these physical items will be stored in PACN offices.
Physical specimens, such as plants and animals, will be accessioned and housed at the
appropriate and accepted archival institution.

Water Quality Data

Water quality data are managed according to guidelines from the NPS Water Resources
Division. This includes using NPSTORET desktop database application to help manage data
entry, documentation and transfer. The PACN oversees the use of NPSTORET according to the
network’s integrated and regulatory water quality monitoring protocols and ensures the content is
transferred at least annually to NPS Water Resource Division for upload to the STORET
database.

Implementation

The PACN Data Management Plan (DMP) contains practices that may be new to staff and
principal investigators. With a few exceptions, however, the DMP does not include any
requirements that are new. Almost every requirement comes from law, Director’s Orders, or the
I&M Program. The DMP helps to put these requirements into context and in sequence, provides
operational guidance for achieving these requirements, and outlines short- and long-term goals.
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1. INTRODUCTION

1.1. The Inventory and Monitoring Program

The Inventory and Monitoring (1&M) Program represents a long-term commitment by the
National Park Service (NPS) to assess and document the status and trends of park resources. In
1998, the National Parks Omnibus Management Act established a framework for the I&M
Program, which fully integrates natural resource monitoring and other scientific activities into
the management processes of the National Park system.

The Inventory and Monitoring Program’s long-term goals are to:

e Establish natural resource inventory and monitoring standards throughout the National Park
Service that transcend traditional program, activity, and funding boundaries

e Inventory the natural resources under the National Park Service Stewardship

e Monitor park ecosystems to provide reference points for comparisons with other, altered
environments

e Integrate natural resource inventory and monitoring information into National Park Service
planning, management, and decision making

e Share National Park Service accomplishments and information with other natural resource
organizations and form partnerships for attaining common goals and objectives

To achieve the last two of these goals, a modern information management infrastructure must be
developed. This infrastructure will include procedures to ensure that relevant natural resource
data collected will be entered, validated, analyzed, reported, documented, cataloged, archived,
and made available to others for management decision-making, research, and education.

1.2. Scope of the Data Management Plan

The Data Management Plan (DMP) is a guide for the Pacific Island Network (PACN) Inventory
and Monitoring Program to ensure the continuity and documentation of data management
methods and procedures over time. It may provide a model for parks to follow with other
projects, but its primary focus is large integrated datasets developed by the network.

The DMP focuses on the processes used to:
e Acquire, store, manage and archive data
e Ensure data quality
e Document and disseminate data
e Ensure the long-term access to and utility of data.

The 1&M Program anticipates 30% of the program’s efforts will involve data management.
Providing the overarching guidance for this effort, the DMP aim to ensure that program data are
documented, secure, and remain accessible and useful for future generations. The DMP, in turn,
refers to other guidance documents and standard operating procedures which convey the specific
standards and steps for achieving the network’s data management goals. The DMP is an
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appendix to the Pacific Island Network Monitoring Plan, but is designed to be a stand-alone
document that may be used by the parks or other programs.

Data management specific to vital signs monitoring will be addressed in detailed protocols.
Specifics for methods, frequency and timing of data acquisition and plans for the primary data
management for each vital sign measure will be outlined in these protocols. Each protocol will
incorporate the strategies and guidelines of the Data Management Plan.

1.3. Data Management Goals

One of the five service-wide goals of the NPS I&M Program is to provide sound data to support
management decisions for the protection of park resources. The &M Program’s data
management mission is to ensure the quality, interpretability, security, longevity and availability
of our natural resource data. This Data Management Plan outlines the procedures and work
practices that support effective data management. The DMP may also serve as a guide to the
enhancement of legacy information to match formats and standards described in this document.

The PACN DMP goals and associated objectives are as follows:

e Goal 1 - Ensure the high quality and long-term availability of the ecological data and

related analyses produced from the network’s inventory and monitoring work.

°  Objective - Outline the procedures and work practices that support effective data
management.

°  Objective - Establish an organizational schema for PACN program data and information
so that they are retrievable by staff, cooperators, and the public.

°  Objective - Establish standards for data, data distribution, and data archiving to ensure
the long-term integrity of data, associated metadata, and any supporting information.

e Goal 2 - Initiate and invest in data management activities based on data and information
needs defined in network monitoring protocols and inventory study plans.
°  Objective - Identify necessary elements for a functional data management program and
describe any anticipated changes to those elements.
°  Objective — Place highest priority on production and curation of high-quality, well-
documented data originating from the Inventory and Monitoring Program.

e Goal 3 - Integrate data management activities with all aspects and at all stages of network
business.

°  Objective - Encourage effective data management practices as an integral part of project
management so all data are available and usable for park management decisions now
and into the future.

°  Objective - Establish basic quality control standards.

e Goal 4 - Specify data stewardship responsibilities for all personnel.
°  Objective - Guide current and future staff of the PACN to ensure that sound data
management practices are followed.
° Objective - Establish data management roles and responsibilities of PACN staff.
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e Goal 5 - Collaborate internally and externally to address data management issues with
individuals at all organizational levels.
°  Objective — As time and resources permit, enhance the quality and availability of legacy
datasets and data originating from outside the Inventory and Monitoring Program.
°  Objective - Optimize and promote interagency sharing and development of data,
software applications, and analyses.

1.4. Audience

The intended audiences of the Data Management Plan are:
e All Network staff
e All other NPS staff and agencies cooperating with the 1&M Program.

1.5. Revisions to the Data Management Plan

The Data Management Plan is scheduled for a full review and revision every five years,
coinciding with the PACN Inventory and Monitoring Program review schedule. Until then,
minor revisions may be made as needed and will be documented in the corresponding chapters.

1.6. Types of Data Covered by this Plan

A distinction is usually made between the term “‘data’, which refers to assemblages of raw or un-
interpreted facts, records or observations, and ‘information’, which is created from data through
the process of analysis, synthesis, modeling, or other types of interpretation. For the sake of
discussion in this plan, data will be used to signify both data and information.

Data must be accompanied by sufficient context about how and why they were collected, if they
are to maintain their long-term value. A data management program cannot simply attend to the
tables, fields, and values that make up a data set. There must also be a process for developing,
preserving, and integrating the context that makes the data usable.

This plan encompasses a range of products that are coordinated or managed by PACN. These

products fall into four general categories: data, documentation, reports, and administrative
records (Table 1.1).
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Table 1.1. Categories and examples of data products covered by the PACN Data Management Plan.

Category

Description

Examples

Data

e Raw Data

Data obtained from the environment and that has not
been subjected to any quality assurance or control beyond
those applied during field work.

Field data sheets
Specimens

Remotely sensed data
Data gathered
electronically on field
computers

GPS rover files
Photographic imagery

e Verified and

Data that has been evaluated for completeness,
correctness, and conformance/compliance of a specific

Relational databases
Tabular data files

Validated data set against the standard operating procedure e Laboratory results
Data (verified), as well as reviewed for specific analytic e GIS layers
quality (validated). o Maps
Data that have been subjected to analytical routines after
field collection and verification. This includes statistical e Summarized reoorts. data
e Analyzed operations conducted on the data for the purposes of q £ P At ,t' |
Data arriving at a measure of the given ecological parameter or and maps from statistica

a compilation of analyzed data from different sources or
time periods to derive new information.

or query operations

Documentation

Documentation provides the information required to
understand the context of the data.

Data collection protocols
Data processing/analysis
protocols

Record of protocol
changes

Data dictionary

FGDC metadata
Database design
documents

QA/QC reports
Catalogs

Reports

Reports provide a means of presenting and publishing the
methods and the results of analysis in the context of
which it was intended.

Annual progress reports
Final reports

Trend analysis reports
Publications

Administrative
Records

Administrative records supplement the context of a
project and should be considered part of the projects
deliverables.

Contracts and agreements
Study and work plans
Research permit

Critical administrative
correspondence

1.7. Sources and Priorities of Natural Resource Data

Potential sources of important data and information about the condition of natural resources

include:

e |nventories

e Vital Signs Monitoring
e Research done by PACN staff, contractors, or cooperators
[ ]

Monitoring or research done by other agencies or on adjacent lands
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The priorities for network data management efforts are:
1. Produce and curate high-quality, well-documented data originating from the Inventory and
Monitoring Program
2. Assist with data management for current projects, legacy data and data originating outside
the Inventory and Monitoring Program that complement program objectives
3. Help ensure good data management practices for park-based natural resource projects that
are just beginning to be developed and implemented

1.8. Inventory and Monitoring Program Organization

The National Park Service has implemented a strategy designed to institutionalize natural
resources inventory and monitoring on a programmatic basis throughout the agency. The 270
national parks have been grouped into 32 vital signs networks linked by geographic similarities,
common natural resources, and resource protection challenges. The network approach facilitates
collaboration, information sharing, and economies of scale in natural resource monitoring. The
approach also provides parks with a “minimum infrastructure” to initiate natural resource
monitoring.

The Pacific Island Network consists of 11 park units located in Hawaii, the west Pacific (Guam
and Saipan), and the south Pacific (American Samoa) (Figure 1.1). Below is a list of these 11
parks, their four-character park codes, and the island or territory in which they are located:

War in the Pacific National Historical Park (WAPA) — Territory of Guam
American Memorial Park (AMME) — Saipan (Commonwealth of the Northern Mariana Islands)
National Park of American Samoa (NPSA) — Territory of American Samoa

USS Arizona Memorial (USAR) — Oahu, State of Hawaii

Kalaupapa National Historical Park (KALA) — Molokai, State of Hawaii

Haleakala National Park (HALE) — Maui, State of Hawaii

Ala Kahakai National Historic Trail (ALKA) — Hawaii, State of Hawaii

Puukohola Heiau National Historic Site (PUHE) -- Hawaii, State of Hawaii
Kaloko-Honokohau National Historical Park (KAHO) -- Hawaii, State of Hawaii
Puuhonua o Honaunau National Historical Park (PUHO) -- Hawaii, State of Hawaii
Hawaii VVolcanoes National Park (HAVO) -- Hawaii, State of Hawaii

Regional oversight is provided to the PACN, and to seven other Pacific West Region networks,
by the regional 1&M Program coordinator located in Seattle, Washington. In addition, staff at
Pacific West Regional Office - Honolulu participate substantially in PACN planning and
operations.

The PACN Board of Directors is comprised of superintendents, the regional 1&M coordinator,
and the PACN coordinator. And the PACN Technical Committee consists of park resource staff,
USGS-Biological Resources Division staff, selected regional resource staff, and a representative
from the USGS-Hawaiian VVolcano Observatory. More details on the Board of Directors and the
Technical Committee can be found in the PACN Charter.
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PACN staff composition will change as the program moves into the monitoring phase. Staff
composition is addressed in more detail in Chapter 8 of the PACN Monitoring Plan.

1.9. Organization of this Data Management Plan

Chapters 1 through 4 of this DMP are overview chapters describing roles, processes and
framework. Chapters 5 through 11 discuss data management operations. When applicable, legal
mandates are presented at the beginning of the chapter. Acknowledgements and References are
included at the end of this document. The writing of this DMP benefited immensely from
discussions with other network data managers. The material presented here draws heavily from
the writing of several of those data managers, and we’ve tried to recognize them all in the
Acknowledgements section. The References section provides a selected list of documents,
guidelines or policies that may be helpful in further discussion and development of data
management operations. Appendices present additional materials that augment the data
management strategies and procedures presented in the body of this plan.

MNational Park ice
U.S. Department of the Interior

=
-

Al Park Maps al same scale
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Produced by Pacific Island Network
FLE -IMMFPM'SHDATNWn natwork 19wl

Figure 1.1. Map of the Pacific Island Network.
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2. DATA MANAGEMENT ROLES AND RESPONSIBILITIES

Data management is about people and organizations as much as it is about information
technology and database theory and application. Nearly every person in an organization manages
data and information at some level. Good data stewardship can not be accomplished by data
managers alone — it is truly a collaborative endeavor that involves many people with a broad
range of tasks and responsibilities. The Pacific Island Network contributes to the public service
mission of the National Park Service and the Inventory and Monitoring Program by providing
status and trends information about park ecosystems. This requires every individual involved in
Network business to understand and perform data stewardship responsibilities in the production,
analysis, management, and/or end use of the data (Table 2.1). As coordinator of these activities,
the fundamental role of the Network data manager is to understand Program and project
requirements, create and maintain data management infrastructure and standards, and educate,
communicate, and work with all responsible individuals. This chapter discusses comprehensive
data management roles and responsibilities that generally apply to all Network activities.
Individuals who carry out monitoring protocols and inventory study plans are responsible for
reading and understanding guidance at two levels — the general, overarching level of this Data
Management Plan and the specific, task-oriented level of the respective protocol or study plan.
This chapter clarifies roles and outlines the principal and ancillary data management
responsibilities of network staff, cooperators, and other project participants.

Table 2.1. Categories of data stewardship involving all Network personnel and cooperators.

Stewardship

Related Activities Position
Category
Collecting data or information from any original or derived
source. This includes recording locations, images, Project Leader/Principal Investigator
measurements, and observations in the field, digitizing Project Crew Member
Production source maps, keying in data from a hardcopy source, Project Data/GIS Specialist or
converting existing data sources, image processing, and Technician
preparing and delivering informative products, such as
summary tables, maps, charts, and reports.
Using data to predict, qualify, and quantify ecosystem .
A . elements, structure, and function as part of the effort to Network Ecologist -
nalysis o Park Resource Specialist
understand these components, address monitoring Network Statistician
objectives, and inform park and ecosystem management.
Network Data Manager
Preparing and executing policies, procedures, and activities ;reojieocr:a%eg?ngana er
Management | that keep data and information resources organized, Regional ITS ecial?st
available, useful, compliant, and safe. Pr(?ject Databart)se Manager
Service-wide 1&M Data Manager
Obtaining and applying available information to develop ’F\)I:rtlv Ic\)/zlgn(;ggrrdmator
End Use knowledge that contributes to understanding and managing

park resources.

Superintendent
Other

*NOTE - Each position is listed in only one category according to primary responsibilities; however, most positions
contribute to activities in each category.
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2.1. Data Stewardship Roles and Responsibilities

A role is a function or position (e.g., Project Leader)
A responsibility is a duty or obligation (e.g., review data records)

An increasing demand for more detailed, higher quality data and information about natural
resources and ecosystem functions requires a group of people working together to steward data
and information assets. Knowledgeable individuals from scientific, administrative, and
technological disciplines must work in concert to ensure that data are collected using appropriate
methods, and that resulting datasets, reports, maps, models, and other derived products are well
managed. Datasets and the presentations of these data must be credible, representative, and
available for current and future needs. Stewardship responsibilities apply to all personnel who
handle, view, or manage data (Table 2.2). Vital sign monitoring protocols will describe more
detailed data stewardship roles and responsibilities.

Table 2.2. Programmatic roles and associated data stewardship responsibilities.

Role

Data Stewardship Responsibilities

Project Crew Member

Record and verify measurements and observations based on project objectives
and protocols. Document methods and procedures.

Project Leader/Principal Investigator

Supervise crew members to ensure adherence to data collection and data
processing protocols. Ensure data verification, validation, and documentation.

Database Manager (Project)

Apply particular knowledge and abilities related to database software and
associated application(s).

Data/GIS Specialist or Technician
(Project or Network)

Support the Network Data Manager and project leaders in implementing data
management procedures. Assignments may include GIS activities, cataloging,
data conversion and integration, documentation, and reporting.

Statistician/Biometrician
(Project or Network)

Develop project sampling design. Analyze data, develop models, and
documentation procedures. Review methods for statistical soundness.

Project Leader

Direct project operations. Communicate data management requirements and
protocols to project staff, Network Data Manager, and resource specialist(s).
Responsible for final submission and review of all products and deliverables.

Park Research Coordinator

Facilitate data acquisition by external researchers; communicate NPS
requirements to permit holders.

Park Resource Specialist

Understand project objectives, data, and management relevance. Make
decisions about validity, sensitivity, and availability of data. Describe,
publish, release, and discuss data and information products.

Curator (Park or Region)

Manage collection, documentation, and preservation of specimens.

Network Data Manager

Oversee development, implementation, and maintenance of data infrastructure
and standards. Facilitate and integrate data and metadata. Oversee long-term
data storage and maintenance. Design and develop databases and applications.

Network Ecologist

Ensure useful data are collected and managed by integrating natural resource
science in network activities and products, including specifying objectives,
sample design, data analysis, synthesis, and reporting.

Network Coordinator

Ensure programmatic data and information management requirements are met
as part of overall Network business.

GIS Manager (Region)

Provide support for long-term storage of GIS data. Update and maintain GIS
software and tools. Provide technical assistance.

Information Technology Specialist
(Region)

Maintain local area network, establish and maintain system security, update
software and hardware, and implement secure file server backup system.

I&M Data Manager (National)

Provide service-wide database design, support, and services, including
processing to convert, store, and archive data in service-wide databases.

End Users (managers, scientists,
interpreters, public)

Provide feedback on scientific information, presentation needs, and
interpretation.
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Among all of the data management responsibilities shared by project and Network personnel, the
careful documentation of datasets, data source(s), and data collection methodology is paramount.
This careful and thorough documentation establishes the basis for the appropriate use of the data
in resulting analysis and products, both in the short-term and long-term. Network monitoring
protocols contain key elements of data documentation. Network data records collected according
to these protocols will include the name, date, and version of the associated protocol. (Chapters 7
and 8 present important guidance and reference for documentation and metadata.)

2.2. The Hub of Data Stewardship

Network coordinators, project leaders, and data managers (and potentially GIS specialists and
other specialists) comprise the central data management team for inventory and monitoring
projects. Each is responsible for certain aspects of project data and all share responsibility for
some overlapping tasks (Figure 2.1). Because of the collaborative nature of project data
management, good communication among these personnel is essential to meeting program goals.

Communication is promoted by providing:
e Documentation
Shared working files
Centralized data management guidance and information discovery on the PACN website
User needs assessments and surveys
Newsletters and periodic e-mail updates
Work groups discussions and meetings
Presentations
e Training

Network Coordinator

The Network Coordinator supervises the project leaders and has the ultimate responsibility for
data entry, validation, verification, summarization/analysis and reporting. The Board of Directors
and Technical Committee give final approval for products to be integrated, distributed to the
public or parks, or protected, in the case of sensitive information.

Project Leader

Project leaders oversee and supervise all phases of an inventory and monitoring project from
initiation to product delivery. Assuming “ownership” of the data, the project leader’s active
involvement in data management determines the quality and usefulness of the project data. The
project leader provides project oversight, directs on-the-ground data collection efforts, and
provides a cohesive link between data collection, synthesis, interpretation, and reporting. Project
leaders must act as a steward for all project data, and must work with project and PACN
personnel to ensure the proper handling of project data. Project leaders are responsible for
designating an alternate leader who is capable of maintaining project operations in his or her
absence, in order to ensure project continuity and data integrity.

Specifically, a project leader is responsible for:

e project documentation that describes the ‘who,” *what,” *‘where,” ‘when,” ‘why,” and ‘how’
of a project
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e documentation and implementation of standard procedures for field data collection and data
handling

e quality assurance and quality control measures, which include the supervision and
certification of all field operations, staff training, equipment calibration, species
identification, data collection, data entry, verification, and validation

e maintenance of concise explanatory documentation of all deviations from standard
procedures

e detailed post field-collection documentation

e maintenance of hard copies of data forms and archiving of original data forms

e scheduling of regular project milestones such as data collection periods, data-processing
target dates, and reporting deadlines

e regular summary reports, periodic trend analysis of data, resulting reports, and their public
availability

e identifying sensitive information that requires special consideration prior to distribution

e acting as the main point of contact concerning data content/quality

The project leader may also work closely with the data manager and/or a data specialist (such as
a biometrician) to:
e develop quality assurance and quality control procedures specific to project operations
¢ identify training needs for staff related to data management and quality control procedures
e coordinate changes to the field data forms and the user interface for the project database
(coordinate data entry procedures — data design maintenance)
e document and maintain master data (including metadata generation and maintenance)
e manage the archival process to ensure regular archival of project documentation, original
field data, databases, reports and summaries, and other products from the project
e define the process of how project data will be transformed from raw data into meaningful
information
e create data summary procedures to automate and standardize this transformation process
e identify and prioritize legacy data for conversion and convert priority datasets to a modern
format
e increase the interpretability and accessibility of existing natural resource information
e catalog project data and reports in nationally maintained 1&M Program databases such as
NPSpecies, NatureBib and NR-GIS (see Chapter 10).

Network Data Manager

The data manager oversees the development, implementation, and maintenance of data
infrastructure and standards for the Network. The data manager is responsible for ensuring the
compatibility of project data with program standards and the long-term integrity and availability
of project data. Working with project leaders and other Program staff to design databases,
applications, and products, the data manager facilitates dissemination of project datasets and
information products. The data manager exercises data stewardship to ensure data are archived,
documented, and compatible with other program data. The data manager ensures the
maintenance of mechanisms for making data discoverable and available. Both the data manager
and the project leader ensure that the information conveyed via these mechanisms is up-to-date
and accurate.
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General data management duties for the data manager are:

e overall coordination of data management activities in the Network

e develop and maintain data and information housing and dissemination system for all
program data and information

e work to improve the acquisition, accessibility and transparency of digital data

e ensure that the data and information system is populated and kept up-to-date with all
relevant Program output

e develop and maintain logs recording both the changes/enhancements to the data and
information-handling system/process and use/dissemination of system content (actual data
and information)

e act as point of contact for access to Program output

e ensure data security (archiving operations, etc.)

Data managers will also work closely with the project leader to:

e develop and maintain the infrastructure for metadata creation, project documentation, and
project data management

e create and maintain project databases in accordance with best practices and current program
standards

e provide training in the theory and practice of data management tailored to the needs of
project personnel

e establish and implement procedures to protect sensitive data according to project needs

e collaborate with GIS specialists to integrate tabular data with geospatial data in a GIS
system in a manner that meets project objectives

o define the scope of the project data and create a data structure that meets project needs

e become familiar with how the data are collected, handled, and used

e review quality control and quality assurance aspects of project protocols and standard
procedure documentation

e identify elements that can be built into the database structure to facilitate quality control,
such as required fields, range limits, pick-lists and conditional validation rules

e create a user interface that streamlines the process of data entry, review, validation, and
summarization that is consistent with the capabilities of the project staff

e develop automated database procedures to improve the efficiency of the data
summarization and reporting process

e make sure that project documentation is complete, complies with metadata requirements,
and enhances the interpretability and longevity of the project data

e ensure regular archival of project materials

e inform project staff of changes and advances in data management practices

Regional and Network GIS Specialists

The Regional GIS Specialist and network GIS cooperators play a crucial supporting role for
PACN projects. GIS support includes project planning to determine the GIS data and analysis
needs for a project. GIS specialists will provide consultation to project leaders on field collection
of spatial data including the use of GPS and other spatial data collection techniques. They will
also coordinate importing of spatial data into the GIS, work with project leaders to analyze

Appendix N: Data Management Plan (DRAFT) 14 December 2005 G. H. Dicus 23



spatial data, and provide the results in map or tabular form. The GIS specialists will work with
project leaders to properly document data in compliance with spatial metadata standards and will
be responsible for stewardship of GIS data and products.

GIS specialists will also work directly with data managers to design databases and applications,
to create relationships between GIS and non-spatial data, and to create appropriate database and
GIS applications to facilitate the analysis of both spatial and non-spatial data. Maintaining
standards for geographic data, GIS specialists are responsible for sharing and disseminating GIS
data throughout the network.

— Data Management Responsibilities

Project Leader Responsibilities Data Manager

-Data collection

-Data entry, verification,
validation

-metadata generation/
maintenance

-POC for data content/

quality

-Database development
-Network data mgmt.
coordination
-Develop, maintain, track
use of data mgmt. system
-Ensure data mgmt.
system is populated &
up-to-date.

-QA/QC protocols/
execution

-Catalogue: data,
reports, etc.

-Archiving field sheets,
etc.

-Data maintenance

-Data design &

maintenance

Figure 2.1. Core data management responsibilities for project leaders and Network data managers.

2.3. Data Management Coordination

The Natural Resource Challenge states that collaboration among the National Park Service, other
public agencies, universities, and non-governmental organizations is necessary to effectively
acquire, apply, and promulgate the scientific knowledge gained in national parks. The I&M
Program encourages coordination among participants at all levels to help ensure that data
collected in parks are properly developed, maintained, and made available for management
decision-making, research, and education.

The network data managers work with 1&M Program data management staff and regional
resource information management personnel to maintain a high-level of involvement in service-
wide and regional databases and data management policy. The data managers also work locally
with network personnel, park staff, and cooperators to promote and develop workable standards
and procedures that result in the compatibility and availability of datasets.

Key contacts include park GIS specialists and the project leaders for each monitoring or
inventory project. Involvement and input from park scientists and resource management staff is
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also essential. We rely on everyone in the network for the successful development of planning
materials, inventory study plans, and monitoring protocols. Consistent and productive
communication among these individuals leads to common understanding and better
synchronization of data management activities. This communication may take the form of
personal visits, phone calls, email, joint meetings and training sessions, and participation in
meetings and work activities of PACN’s Technical Committee and Board of Directors.

Data managers throughout the NPS regularly coordinate with each other and national program
staff via annual meetings, conference calls, workgroups, a listserv, web sites, and informal
communication. Data managers have already demonstrated effective cooperation in the ways that
we share ideas and technology, and collaborate to develop data management standards and
documentation. This communication and cooperation promotes practical levels of compatibility
among protocols and datasets among networks and organizations.
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3. PROJECT AND DATA MANAGEMENT OVERVIEW

This chapter describes the general work flow of projects and, in light of the data stewardship
responsibilities presented in the previous chapter, the general process of generating,
documenting, and integrating project products within the broad 1&M data management
framework. For the effectiveness and future usefulness of a project, data management
considerations must be pervasive in project planning, execution, and documentation. Making a
distinction between project management and 1&M data management helps to illustrate the
coordination required to make effective use of the 1&M program’s database standards, data
documentation strategies, and data dissemination repositories. In most instances, PACN projects
(both short-term, such as inventories, and long-term, such as monitoring protocols) are carried
out through contractual or cooperative agreements. Project leaders, or principal investigators,
direct and coordinate all project data collection, data verification and validation, data analysis,
and project reporting. PACN staff, and the PACN Data Manager in particular, provides guidance
and assistance in establishing standard operating procedures, review of project products to ensure
compliance with all 1&M Program standards and requirements, and integration into service-wide
databases and repositories.

A generalized work flow model provides a framework for how data management elements fit
into the five primary stages of project management: planning and approval; design and testing;
implementation; product integration; and evaluation and closure (Figure 3.1). To further
illuminate project management details, each of these stages can be broken into a set of tasks
(Table 3.1). A successful project and a productive project evaluation and closure require the
participation of the project leader, project staff, and all PACN staff. The resources and
coordination necessary to produce, maintain, and deliver quality data and information are
highlighted in this chapter. More details about data acquisition, quality assurance, data
documentation, data maintenance, and information dissemination can be found in later chapters
of this plan.

3.1. Project Management versus Data Management

If project management can be viewed as the logistics of carrying a project from initial planning
to completion of final reports, publications, and presentations, then data management can be seen
as the fine details concerning data collected and information generated along the way. In
shepherding a project from conception to completion, the project leader holds primary
responsibility for the first three project management stages — planning and approval, design and
testing, and implementation. The bulk of data management considerations fall into the design
and testing stage and into the fourth stage, product integration. Holding primary responsibility
for data management considerations, the PACN Data Manager is closely involved in the database
design component of the design and testing stage, and plays a central role in ensuring integration
of project products into the broad 1&M data management framework. Evaluation and closure
stage responsibility rests equally with the project leader, project staff, the PACN Data Manager,
and the rest of the PACN staff. While the entire PACN staff serves a review and approval role
for all project activities and delivered products, the following project workflow discussion is
presented in light of this distinction between project management and data management, or
between project leader responsibilities and the responsibilities of PACN data management staff.
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3.2. Project Workflow

Projects may be either short-term or long-term. Short-term projects will include research,
inventory, and pilot projects to prepare for long-term monitoring. Long-term projects will
include the PACN vital signs monitoring protocols and other park-based long-term monitoring.
Long-term projects generally have stricter requirements for adhering to standards, protocols, and
peer review, including documentation of changes to protocols and standards. Short- and long-
term projects share workflow characteristics and both generate products that must be managed
and made available. The workflow of project management can be divided into five primary
stages (Figure 3.1), each of which can be further described as a set of project management and
data management tasks (Table 3.1).

Project initiltinn]

Long-term monitoring

I and other multi-year | Planning &
projects | approval
|
Revisions to |
protocols &
databases Deshan & testing
Implement ation,

Preparation

Data acquisition
& processing

Product

development,
delivery & review

¥

Product
integration

Administrative *
reperting & | Ewaluation
work plan ] & closure
]
piineaie

Figure 3.1. Project and information workflow model depicting the five primary project management stages.

3.2.1. Planning and Approval

Project Management

This is the stage during which the project leader coordinates preliminary decisions regarding
project scope and objectives, seeks and secures funding sources, and addresses permits and
compliance. Completion of these tasks is the responsibility of the project leader and program
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administrators. A detailed study plan will form the basis of any applicable contracts or
cooperative agreements, and of applicable permits. Addressing compliance issues in detail may
be delayed until project methods are thoroughly developed.

Data Management

Although this stage lacks specific data management activities, it is important that the PACN Data
Manager remains informed so that project tracking can be initiated and input provided on
timelines for receipt and review of deliverables. Involvement of PACN staff will help ensure that
all contracts, agreements and permits include standard language that describes the formats,
specifications, and timelines for project deliverables. A guidance document on project
organization and project deliverables is provided to all project leaders at the time of project
initiation (Appendix B).

3.2.2. Design and Testing

Project Management

Details about how data will be acquired, processed, analyzed, reported and made available to
others are worked out during this project stage. The project leader is responsible for developing
and testing project methodology, or for modifying existing methods to meet project objectives.
Collaboration between the project leader and the PACN Data Manager throughout this stage will
help to build and reinforce good data management throughout the project, which is especially
critical for data acquisition, processing, and retrieval. By beginning collaborative development as
soon after project approval as possible, data integrity and quality can most easily be assured. An
important part of this collaboration is defining the data parameters to be collected and
establishing the database design structure and associated data dictionary. Devoting adequate
attention to this aspect of project development is possibly the single most important part of
assuring the quality, integrity and usability of the resulting data. Development of field forms,
databases, and standard operating procedures (for data collection, data entry and validation, and
analysis and reporting) is the responsibility of the project leader. Because data products delivered
by a project must be approved by the PACN Data Manger, close communication with the PACN
Data Manager is strongly encouraged.

Data Management

The PACN Data Manager will communicate established 1&M standards regarding development
of database applications, data dictionaries, and metadata records, as well as make available all
pertinent guidance documents and training materials. In addition to reviewing proposed database
design structures and making recommendations for design modifications, the PACN Data
Manager will approve final databases. In some cases, PACN data management staff may take on
primary responsibility for database development and documentation. As time permits, PACN
data management staff may provide training to project staff on subjects such as GPS data
collection and downloading, and GIS data processing.
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Table 3.1. List of tasks involved in each project management stage and the associated staff responsibilities.
PL = Project Leader; S/E = Statistician or Ecologist; DM = Data Manager; GIS = GIS Specialist.
* = Primary role; - = Secondary role.

Project Stage Task | Task Description PL | S/E | DM [GIS
Planning & 1.1 notify data manager of new project in planning stage *
Approval
1.2 develop study plan and budget * - -
1.3 initiate project tracking - *
1.4 identify project deliverables * - -
1.5 determine data sensitivity and ownership * - -
1.6 develop language for contracts, agreements, and permits * - - -
1.7 apply for permits and update project tracking * -
Design & Testing | 2.1 notify data manager of changing status *
2.2 update project tracking - *
2.3 clarify roles and responsibilities * * * *
2.4 scoping for information systems design * * * *
2.5 initiate metadata record * - -
2.6 create data dictionary and data forms * * *
2.7 define quality assurance measures * - -
2.8 database and application development * - * *
2.9 sample site selection and documentation * * - *
2.10 | provide training as needed and time permits * *
Implementation 3.1 notify data manager of changing status *
3.2 training *
3.3 update project tracking - *
3.4 data acquisition, data entry, upload data logger files *
3.5 upload GPS and other data logger data into database * -
3.6 quality assurance: verification, validation and processing, data * *
certification
3.7 summarization, analysis, map production * * - -
3.8 interpret results, reporting, peer review * *
3.9 check for completeness, proper format, metadata, and * - -
certification
3.10 | assemble and deliver all data products and metadata to *
DM/GIS (see Task 5.2)
Product 4.1 verify completeness, proper format, metadata, and certification | - * *
Integration
4.2 update project tracking (deliverables complete and published) * -
4.3 upload certified data into master project database(s) * -
4.4 finalize and parse metadata record - * *
4.5 publish products and integrate with national applications * *
(NatureBib, NPSpecies, NPSTORET, NR-GIS Data Store)
4.6 electronic permanent storage * *
4.7 hardcopy archiving and distribution * -
Evaluation & 5.1 verify that all products are accounted for * * *
Closure
5.2 administrative evaluation and reporting, decisions on project * -
continuation and needed methodology changes
5.3 communicate administrative decisions and information *
management needs to data manager and GIS specialist
5.4 update project tracking - *
Appendix N: Data Management Plan (DRAFT) 14 December 2005 G. H. Dicus 29




3.2.3. Implementation

Project Management

During the implementation stage, data are acquired, processed, error-checked and documented.
Activities may include data entry, quality control/quality assurance procedures, preliminary
analysis, labeling and storage of materials, and documentation. Methods for data entry and
verification must adhere to standard operating procedures (SOPs); any modifications, if needed,
must be documented in those SOPs. The implementation stage is when products such as reports,
databases, maps, and GIS themes are finalized. The project leader oversees all aspects of
implementation — from logistics planning, contracting, training, and equipment procurement to
data acquisition, data entry and verification, metadata creation, report preparation, and final
product delivery. Project budgets should cover the hiring of staff with appropriate technical
abilities, and the roles of PACN data management staff should be established in advance of
project implementation. Toward the end of this stage, all product deliverables identified in
project planning documents (i.e., protocol, study plan, contract, agreement, and/or permit) are
submitted. In general, all raw and derived data products, metadata, reports and other
documentation should be delivered to the PACN staff and to all appropriate park or regional staff
(e.g., program administrators, collections managers, etc.). All project deliverables should be
developed and delivered according to product specifications, which should be stipulated in all
project planning documents. Products that do not meet program requirements must be revised.

Data Management

Throughout this stage, PACN data management staff function primarily as facilitators —
providing support for database applications, GPS data collection, GIS, and other data processing
applications; facilitating data summarization, validation, and analysis; and assisting with the
technical aspects of product development and documentation. The specific roles of PACN data
management staff will depend primarily on the technical capabilities of the project staff. All
data-related project products are reviewed by PACN data management staff, and the PACN Data
Manager is responsible for maintenance of final digital data products within the PACN
infrastructure (see Chapter 11).

3.2.4. Product Integration

Project Management

The project leader must ensure the timely delivery of products that meet 1&M program needs and
technical standards specified during the planning and approval stage and the design and testing
stage. If the project has additional integration needs, such as collaboration with other agencies or
institutions using a common database, then successfully meeting these needs is the responsibility
of the project leader.

Data Management

Primary responsibility for integration of project products into the broad 1&M data management
framework lies with the PACN Data Manager. This integration includes entering reports into
appropriate bibliographic databases, integrating datasets and metadata into service-wide
databases and repositories, archiving reports and data products, and distributing or otherwise
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making products available to their intended audiences. Archiving of digital data products is
described in more detail in Chapter 11, while archiving and cataloging of non-digital project
products by individual park curatorial programs is discussed in Chapter 12.

3.2.5. Evaluation and Closure

Project Management

For long-term monitoring and other cyclic projects, the evaluation and closure stage occurs when
annual products (e.g., progress report and analysis summaries, updates to database and GIS
themes, and metadata) are completed. For non-cyclic projects, this stage represents the
completion of the project. Evaluation and closure is a collaborative effort to assess how well the
project met its objectives, and to determine what might be done to improve various aspects of the
methodology, implementation, and formats of the resulting information. The project leader and
project staff bring a project perspective to this evaluation and discussion on project
improvement. The project leader is responsible for recording all modifications to protocols and
SOPs in the edit tracking table of each respective document. Major revisions may require
additional peer review.

Data Management

The entire PACN staff participates in this annual evaluation of the project, and in making
recommendations on how to improve the project. PACN data management staff is responsible
for updating records to reflect project status and deliverables in network project tracking
applications. If the PACN data management staff designed and maintains the project database,
then they are responsible for documenting any modifications to database design structure and/or
the data dictionary and database documentation.

3.3. Data Life Cycle

During a project’s various stages, project data take different forms and are maintained in
different places as they are acquired, processed, documented and archived. This data life cycle
can be modeled as a sequence of events and tasks (Figure 3.2), which involve interaction with
the following objects:

e Raw data — Analog data recorded by hand on hard-copy forms and digital files from
handheld computers, GPS receivers, telemetry data loggers, etc.

e Working database — A project-specific database for entering and processing data for the
current season (or other logical time period). This may be the only database for short-term
projects with no need to distinguish current season data from the full set of validated data.

e Certified data and metadata — Completed data and documentation for short-term projects,
or one season of completed data for long-term monitoring projects. Certification is a
confirmation by the project leader that the data have passed all quality assurance
requirements and are complete and ready for distribution. Metadata records include the
detailed information about project data needed for its proper use and interpretation (see
Chapter 8).

e Master database — Project-specific database for storing the full set of validated project data,
used for viewing, summarizing, and analysis. Current season data from working database
must pass all quality assurance steps prior to upload into this master project database.
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Reports and data products — Information that is derived from certified project data.

e Edit log — A means of tracking changes to certified data.

National databases and repositories — Applications and repositories maintained at the
national level, primarily for the purpose of integration among NPS units and for sharing
information with cooperators and the public (see Chapter 10).

o Digital libraries and archiving — All digital files associated with a project are stored on file
servers at the network level, with data backups occurring through network-attached digital
storage and off-site storage of backup tapes. Archiving of all project hard-copy items is
accomplished at the park level by cultural resources staff, with coordination from both the
project leader and the PACN staff.

Seeuire dats

Archives &
digital library

*Digital library on

file sarver

*Document archives

{analog) or off-line

w archival media

Fhore pracucts
according w demantd

: Shert-term
.

HeEporng

Distribyute data & information

Figure 3.2. Data life cycle workflow model depicting sequence of associated events and tasks.

Although the data life cycle may vary depending on specific project needs and objectives, in
general, the third and fourth project management stages (implementation and product
integration) will accomplish the following data life cycle events and tasks (FIG X):

1. Acquire data — For data recorded by hand in the field, data forms should be reviewed
regularly (at least daily) for completeness and validity in order to capture errors as close to
their origin as possible.

2. Archive raw data — Copies of all raw data files are archived intact. Digital files are copied
to the digital library section for the project; hard copy forms are either scanned and placed
in the digital library, or are copied and placed in the archives. Archiving or scanning of hard
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copy data forms may occur at the end of a season as a means of retaining all marks and
edits made during the verification and validation steps.

3. Data entry / import — Analog data are entered manually, and digital data files are uploaded
to the working database.

4. Verification, processing and validation — Verify accurate transcription of raw data; process
data to remove missing values and other data flaws; and validate data using database
queries to capture missing data, out-of-range values, and logical errors.

5. Documentation and certification — Develop or update project metadata and certify the data
set. Certification is a confirmation by the project leader that the data have passed all quality
assurance requirements and are complete and documented. It also means that data and
metadata are ready to be posted and delivered.

6. Archive versioned data set — Copies of the certified data and metadata are placed in the
digital library. This can be accomplished by storing a compressed copy of the working
database, or by exporting data to a more software-independent format (e.g., ASCII text; see
Chapter 10).

7. Extract data, post data, and update national databases — To make data available to others,
certified data and metadata are posted to national repositories such as NR-GIS Data Store.
In addition, national databases such as NPSpecies, NPSTORET, and NR-GIS Metadata
Database are updated with data extracted from the certified data set. Note: Data and data
products may not be posted if they contain protected information about the nature or
location of rare, threatened or endangered species, or other natural resources of
management concern (see Chapter 9).

8. Upload data — Certified data are uploaded from the working database to the master project
database. This step might be skipped for short-term projects where there is no need to
distinguish working data for the current season from the full set of certified project data.

9. Reporting and analysis — Certified data are used to generate data products, analysis, and
reports, including semi-automated annual summary reports for monitoring projects.
Depending on project needs, data might be exported for analysis or summarized within the
database.

10. Store products — Reports and other data products are stored according to format and likely
demand - either in the digital library, on off-line media, or in the document archives.

11. Post products and update national databases — To make data available to others, reports
and other products are posted to national repositories such as NR-GIS Data Store or the NR
Data Image Server. In addition, products are catalogued in NatureBib. Data products may
not be posted if they contain protected information about the nature or location of rare,
threatened or endangered species, or other natural resources of management concern (see
Chapter 9).

12. Distribute data and information — Data, metadata, reports and products can be shared and
distributed in a variety of ways — especially via the web-based national databases and
repositories, by FTP or mailing in response to specific requests, or by providing direct
access to project records to cooperators. In all cases, distribution will follow legal
requirements under the Freedom of Information Act, and limitations established to protect
information about sensitive resources (see Chapter 9).

13. Track changes — All subsequent changes to certified data are documented in an edit log,
which accompanies project data and metadata upon distribution. Significant edits will
trigger reposting of the data and products to national databases and repositories.
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For long-term projects, this sequence of events occurs in an iterative fashion, repeating at the end
of each field season or other logical data collection and reporting period. Conversely, this
sequence is followed only once for short-term projects.
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4. INFRASTRUCTURE AND SYSTEM ARCHITECTURE

The ultimate measure of success for the data management strategy of the 1&M Program is to
supply quality information to the scientific community for research and analysis. The most
common mechanism for delivering information to the scientific community is via the use of a
data clearinghouse. The term “clearinghouse’ loosely refers to one-stop-shopping on a website.
Clearinghouses provide a mechanism for searching, browsing and downloading information at
the convenience of the user.

This chapter discusses the components of the PACN computer resources infrastructure and the
1&M Program’s overall information system architecture that allow data and information to be
served to a broad scientific community. Our infrastructure is composed of computers and servers
that are functionally or directly linked through computer networking services, and represents the
foundation upon which our network information system is built. System architecture refers to the
applications, database systems, repositories, and software tools that make up the framework of
the 1&M Program’s data management enterprise. See Figure 4.1 for a simplified comparison of
infrastructure and system architecture.

Infrastructure System Architecture

Internet and

Intranet Servers Clearinghouse

(web)

(Applications)

Database Server

(SQL Server)
Master &

Subsets

Catalog Information Query Tabular
Master dataset Data
Downloadable
Files

File Server
(Digital Library)
Master

A
QC Review i‘ ‘5

Work File Server
Project Files

Figure 4.1. Simplified comparison of infrastructure and system architecture.
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4.1. Computer Resources Infrastructure

PACN relies heavily on national, regional and park information technology (IT) personnel and
resources to maintain its computer infrastructure. This includes, but is not limited to: computers,
servers and other related hardware; software installation and support; email administration;
security updates; virus protection; telecommunications; computer networking; and backups of
servers.

Our PACN infrastructure consists of park and network servers available to staff workstations via
the wide-area network (WAN), and servers maintained at the service-wide level that host web-
based applications and clearinghouses (Figure 4.2). This infrastructure is maintained by park,
regional, and national IT specialists who administer all aspects of system security and backups.

Network (I & M) Operations

Figure 4.2. Schematic representing the logical layout and connectivity of the PACN infrastructure. The bulk of the

PACN information system is maintained on servers at the service-wide and network levels.

The infrastructure needs to support these required functions:

Provide a central repository for master datasets

Provide controlled subsets of data for local computing

Provide a means for uploading and downloading data for both NPS and public
Support desktop and internet applications

Provide security, stability, and backups
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4.1.1. Computer Server Infrastructure

Computer servers can be divided into five primary functions:

e Work File Servers — Typically team servers or user servers, where anyone can store
working files. These servers work similarly to a PC’s C: drive, except that they greatly
facilitate data backups and file sharing.

e Data File Servers - Read-only repository of data files. Files stored here do not typically
change often and need a consistent location, such as in the case of GIS data, imagery, or
final reports. Write access is under strict control, whereas all NPS employees have read
access. A contact person monitors what is stored in this location to ensure proper archiving
and documentation.

o Database Servers — Uses special database software, such as SQL Server, Oracle, and
ArcSDE. Write access is under strict control. Databases on these servers are for long-term
data storage, and require quality database design, documentation, and administration.

e Application Servers —Provide the applications, or “front end”, to accessing the data. These
are closely tied to the data file and database servers, but should be located on a different
physical server. Files on these servers change frequently and backups need to support these
changes. Application servers are often Internet servers as well.

e Internet Servers — Provide access to applications and files via the internet and subject to
security restrictions. Special software may be used on internet servers, such as ColdFusion
for website pages and database applications, Blue Angel for clearinghouse search engines,
and ArclIMS for internet interactive mapping.

The PACN infrastructure takes advantage of existing infrastructure established at the service-
wide, regional, and park levels (Figure 4.3). Each level hosts some portion of PACN
information.

Appendix N: Data Management Plan (DRAFT) 14 December 2005 G. H. Dicus 37



Washington Support Office Washington Support Office
Datahase Servers Ft. Collins, CO Database Servers Washington D.C.
(Oracle) (Oracle)
Master Public Data Subset
~ Internet and Internet and Intranet
s Data Server ™ Intranet Servers Data S Servers
TVELS Applications ata servers Applications
(NPS Data Store) (App ) (NPS Data Store) N .
Subset Subset
ta Ad¢cess
to NS and Public
Pacific Island Network
Database Server Hawai'i Volcanoes NP
(SQL Server) STV
Master & Subseis
Team and User
Data Server Work File
(GIS & Library) Servers
Master
Non-NPS All Other PACN Parks
Sources
Data Server Team and User
Intemet Servers (GIS & Library) || Work File Servers
(Applications
& Downloads)

Data Server
(Other Data)

Mastar

Figure 4.3. Schematic representing the park, regional, and service-wide server infrastructure.

4.2. PACN System Architecture

PACN offices are located at Hawaii VVolcanoes National Park (HAVO), and staff workstations
access park, regional, and service-wide servers via the regional wide-area network (WAN).
Offices of the Pacific West Regional Office — Honolulu (PWRO-HNL) IT Specialists are also
located at HAVO, which is where most of the PWRO-HNL servers reside. While both PWRO-
HNL and PACN use some park servers to host redistributed copies of digital libraries, GIS data,
and metadata, PACN maintains digital libraries and network and project working files on our
own file server (I:\ drive). WAN connectivity between park, network, and PWRO-HNL servers
allows active project files to be worked on locally while enabling park and network staff to
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readily share files (see Figure 4.2). All data and information products from completed projects
are archived on the PACN server and redistributed in read-only format to parks. Electronic files
of final products are posted to the NR-GIS Metadata and Data Store application (NR-GIS Data
Store) for public distribution through the NPS Focus clearinghouse.

4.2.1. Team and User Project Files

Working files for both short- and long-term projects are typically stored on work file servers at a
park or at the PACN offices. PACN staff maintains a working directory for each project, and
project leaders may modify a directory as needed. When working with contractors, a project
directory may be “checked out” from the PACN server with the understanding that a similar
structure will be delivered as part of the project final products, and that all files will follow
PACN guidance regarding file naming and documentation standards.

As protocol development for a given PACN vital sign monitoring project advances, a project
directory structure will be established, with appropriate server access permissions granted to the
project leader and project staff. All project personnel will have access to PACN guidance
regarding product deliverables identified in project contract/agreement, project tracking
requirements, and standards for products, documentation, and metadata (see Chapter 8).

4.2.2. Integration of Products to Master Data Libraries

Digital versions of all deliverables, as specified in the project tracking database, cooperative
agreements, permits, study plans, or other administrative records, will be electronically stored on
servers by the following general methods:
1. Project archive on PACN server, where all records are “packaged” as a stand alone. Types
of information to be included are listed in Chapter 1, Table 1.1.
2. Product Library on PACN server, where like products are stored with other products (such
as the final report stored with other reports).
3. Final products and long-term datasets on WASO Oracle database servers, in order to serve
information to a broad audience (e.g., NR-GIS Data Store) or to update an annual network
dataset to a service-wide database (e.g., NPSTORET).

These files will be centrally stored in the master data libraries on the PACN server using a

generalized directory structure (Table 4.1). Files will be reviewed for quality and standards prior
to storage in the data libraries.
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Table 4.1. General directory structure and their roles in maintaining master data libraries. Exact directory
structure is subject to change.

Location Description Custodian

Storage of GIS data, metadata, and Theme
Manager information. Best access to this
information is through the Theme Manager in
ArcGIS.

M:\GIS_Data PWRO-HNL GIS Specialist

Electronic archive of “packaged” products.
Includes administrative records as well as raw and
certified versions of data. Extraneous files have
been deleted.

I:\libraries\archived_projects PACN Data Manager

"\"brar\'r?fa\ps Storage of final products with other like final
\photos products, such as final reports with all other final PACN Data Manager
\ reports.
reports
Redistribution to Parks . . . _— PWRO-HNL GIS Specialist
Do e I sbove o r OIS0 | pACN Dt e
I:\libraries P ' PWRO-HNL IT Specialists
NR-GIS Data Store
\GIS_Data Copies of a project’s final products will also reside WASO
\Bibliography PDFs on the WASO Data Stores

\Biodiversity Data

4.2.3. Application Development

Applications are the “front end” or interface with which we interact with data. The “back end”,
consisting of the actual data tables, may be stored on a database server, such as the WASO
Oracle database servers described above, or may be distributed as a stand-alone MS Access
database.

PACN will use one or both of these database sharing methods:

1. Desktop Microsoft Access front end database — where the desktop front end database
provides the interface to forms, reports or standard queries, and the back end data is in
another Microsoft Access database file that may reside on a server or also be locally stored
on the desktop computer.

2. ColdFusion Web Application — where the Internet provides the interface to forms, queries,
and reports, and the back end data is linked via a database server such as the WASO Oracle
database servers.

Stand-alone desktop MS Access databases require strict procedures for data check out and for
data uploading in order to maintain the integrity of the master database. These desktop databases
are used by service-wide applications such as NPSpecies and NPSTORET. ColdFusion
applications provide direct access to the most current information stored in the centralized
database and does not require any more than an internet connection. Some service-wide
applications also provide these web-based direct connections to master Oracle databases (e.qg.,
NPSpecies and NatureBib).
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4.2.4. Internet Servers

Applications, products, and links to the clearinghouses discussed in this chapter will be available
on the PACN internet website. Information in draft or deemed sensitive will be made available
on the PACN intranet website as applicable. PACN internet and intranet webpages are hosted on
the WASO servers.

4.3. LAN and WAN Infrastructure

Local-area network (LAN) and wide-area network (WAN) routers are monitored by the IT staff
and are mostly invisible to employees. Though the logical structure is stable, the actual
architecture may change from day to day. Any reduction in speed of performance should be
reported to the IT Staff.

4.4. IT Network Security

Information Technology security is managed by park, regional, and national IT Specialists.
PACN staff will comply with all required security training and procedures as advised by the
PWRO-HNL IT Specialists.

Over the past few years, enhanced security has been or is being developed. Security procedures
are being directed not only service wide, but also from the Department of Interior. National
solutions to security are currently under development and will be applied and enforced by the
regional IT staff. These procedures will affect local control to access to servers and their
respective information.
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5. DATABASE DESIGN OVERVIEW

5.1. NPS and Program Standards

Currently, there are no service-wide standards on database design. The 1&M Program, however,
recognized early on the need for database standards and detailed documentation. Database
standards promote compatibility among data sets that will be aggregated and summarized in the
future. Well thought-out standards help to encourage sound database design and facilitate
interpretability of data sets.

The 1&M Program has developed a series of recommendations in database design which include:
e Database Specifications for I&M Studies
e Recommended Database Strategies, including the 1&M Database Template
e Recommended Naming Standards
¢ Natural Resource Database Template Data Standards

Each database must ultimately meet the needs of the network scientists. Considerations for these
needs may include interactions with other agencies and ease of use, maintenance, integration,
and customization. PACN will model and document databases as described in this Data
Management Plan, will use the above recommendations in database design as a guideline where
feasible, and will standardize attributes across databases where feasible.

5.2. Introduction to Data Models

Communication is a vital part of developing a suitable data design for individual projects. One
mechanism for this communication is collaborative development of data models by project
leaders and data managers. Data models combine diagrams with associated descriptions. Data
modeling is completed in three stages: conceptual, logical, and physical.

5.2.1. Conceptual Data Models

Conceptual data models (CDM) are constructed to graphically portray the processes specifically
related to the implementation phase of a project — especially those that involve data acquisition,
processing, QA/QC, and data reduction (Figure 5.1). These conceptual models are software-
independent and free of database details, and instead focus upon capturing all of the information
needed to accurately express the project data design. Conceptual data models are often created as
the precursor to logical data models (LDMs), and may be discarded after the LDM is complete.
For less complex projects, CDMs may be kept as alternatives to LDMs.

Conceptual Data Models should contain the following:

1. A short description in layman’s terms of what is going to happen. Include key information
to help put the database in perspective, such as environmental conditions while collecting,
skill level of staff, etc.

2. A flow diagram of procedures, what information is needed and when, and what information
is being collected or produced and when.

3. A description or mock-up illustration of how the data should be presented.
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5.2.2. Logical Data Models

A logical data model (LDM) is an abstract representation of a set of data entities and their
relationship, usually including their key attributes (Figure 5.2). The logical data model is
intended to facilitate analysis of the function of the data design, and is not intended to be a full
representation of the physical database. It is typically produced early in system design, and it is
frequently a precursor to the physical data model that documents the actual implementation of
the database.

Logical data models are made up of five main components:
1. Data entities — distinct features, events, observations, and objects that are the building
blocks of a data set, such as:
e sample sites
sampling events
sampling units (transects, plots, etc.)
watersheds
species
habitat types
e species observations
e tissue specimens
2. Entity attributes — properties and rules of data entities, such as:
e Sample sites have dimensions and a geographic position
e Vegetation transects are 100 meters long
e Temperature readings are recorded in Celsius to the nearest tenth degree
e Elevation is recorded to the nearest foot, and cannot exceed 9,000 feet
Species abundance is recorded in terms of projected horizontal cover of all aboveground
parts, as estimated by trained observers. Percent cover is estimated to the nearest whole
number, ranging from 0 to 100%.
e The degree to which vegetation obstructs the field of view around animal groups is
classified in three categories: high (>75%), medium (25-75%) and low (<25%)
3. Logical relationships — how data entities are logically related
e Each site will be visited numerous times
Each sampling event might have zero or numerous species observations
Each species can only be observed once per sampling event
Every sample must use one of three known sample methods
Every time a water sample is collected, temperature, pH and dissolved oxygen must
also be measured
4. Structural hierarchies — the structure and order of relationships between data entities,
which can be determined once the logical relationships are known
e Site locations
° sampling event
I. species observations
ii. water samples, temperature, pH, dissolved oxygen
5. Views — how the data will be viewed or what operations of the data will be performed
e Summary list of bird species per park
e Monthly average air temperature, wind direction, and precipitation
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5.2.3. Physical Data Models

The physical data model (PDM) is used to design the actual database, depicting data tables,
fields and definitions, and relationships between tables (Figure 5.3). Though the logical and
physical data models are similar, the logical data model only provides enough detail to
communicate the information to be stored in the database. The physical data model provides very
specific details and definitions, such as primary keys and field types.

5.2.4. Developing the Models

Four elements are required to develop the data models:

1. People — will need to be involved in the model development. Discussions may begin
between a few, with review from a larger group or start with a large group working towards
the specifics with a smaller group. Affected people may include the network coordinator,
scientists, partners, field crews, biometricians, and data managers.

2. Protocols — The protocols for the vital sign will provide the greatest substance to the
models. The protocols provide the goals, objectives, methods, standards, analysis, and
reporting.

3. Reference materials — Reference materials such as field forms, drawings, mock-up reports,
references to classifications to be used will play a significant role in the data models.

4. Frequent interactions -- Frequent discussions between the project leader, the data manager,
and others will be needed to develop successful data models. Detailed review of the
protocols and reference materials will articulate the entities, relationships, and flow of
information.

Data models are not flexible by themselves. It is how these techniques are applied that count. Not

everything can be thought of from the start. To support change, data modeling should be iterative
and interactive.
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Conceptual Data Model: How the Data are Collected

Description: Provide a general description in layman’s terms of what is actually going to happen. Person goes to the
field and does what and with what equipment. Explain a little about the environment, such as very remote location
with adverse weather, or nightly visits back to an office ar other source of power.
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Figure 5.1. Schematic of Conceptual Data Model.
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Figure 5.3. Schematic of Physical Data Model.
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5.3. Fundamental Database Structure

The Natural Resource Database Template (NRDT) provides an example of the fundamentals for
database structure to be used by the 1&M Program. These fundamentals are as follows:

1. Mandatory (core) tables and fields — These tables and fields are used to manage the
information describing the “who, where and when” of project data. These tables contain
critical data fields that are standardized with regard to data types, field names, and domain
ranges. For example: tbl_Sites, tbl_Locations, tbl_Events.

2. Mandatory if Applicable (master look-up tables) tables and fields — Described in more
detail below (Integrated Data Dictionary), these tables contain commonly used attributes,
such as park code, and are centrally located to minimize redundant information in each
database.

3. Optional (project specific) tables and fields — These are tables and fields that are needed for
a specific project or protocol, but will not likely be used in other databases or in integration.

The NRDT has been extensively reviewed by the 1&M Program data managers and has been
applied to some of the biological inventory projects in the Program. It has not, however, been
applied extensively to monitoring. Although the fundamentals of this database structure will be
applied to PACN databases, its applicability towards vital signs monitoring may require specific
mandatory tables to be reconsidered depending on the sampling methods and information
collected.

5.4. Documenting and Integrating Databases
Database documentation is more fully described in Chapter 8 (Data Documentation).

Rather than developing a single, integrated database system, the PACN relies on modular, stand-
alone project databases that share design standards. PACN will be developing a master look-up
table database, or Integrated Data Dictionary (also referred to as a Buffet of Fields and Tables
(BOFAT) by WASO), that will allow databases across projects and across disciplines to remain
as consistent as possible. Likely standard attributes and values to be contained in this master
look-up table database include park codes, watershed codes, species identifiers, and vegetation or
land type classifications.
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6. DATA ACQUISITION AND PROCESSING

The National Park Service's Natural Resource Inventory and Monitoring Program, in support of
NPS’ Natural Resources Challenge, is responsible for acquiring information required by park
managers to properly manage and maintain the natural resources of their parks. To successfully
accomplish this task, the PACN collects information from multiple sources and processes it so
that it meets National and Network standards. This chapter describes the steps involved with
acquiring data as well as the initial stages of data processing.

Steps for data acquisition are as follows:
e Data Discovery
Data Harvesting
Data Collection for Projects
Data Collection for Remote Sensing
Data Compilation, Processing, and Integration

6.1. National Standards

Executive Order 12906, Section 3 (d) states that each agency must adopt internal procedures to
ensure that the agency accesses the National Geospatial Data Clearinghouse before it expends
Federal funds to collect or product new geospatial data, to determine whether the information has
already been collected by others or whether cooperative efforts to obtain the data are possible.

6.2. PACN Network Standards

PACN will use the National Geospatial Data Clearinghouse for searching existing geospatial
data, as stated above. In addition, PACN will use the internet, agency contacts, and other means
to find non-spatial data that may benefit the Program.

6.3. Data Sources

There are two general classifications for the types of data handled by the 1&M Program:
1. Programmatic Data — any data produced from projects that are initiated (funded) by the
I&M Program or projects that in some way involve the 1&M Program.
2. Non-programmatic Data — includes data collected from NPS sources and data produced by
external non-NPS sources.
° Non-programmatic NPS Data — any data produced by the NPS that did not involve the
inventory and monitoring program, such as park visitor use information.
° Non-programmatic External Data — any data produced by agencies or institutions other
than the National Park Service, such as the Pacific Island Ecosystems Research Center
of the USGS and the state of Hawalii’s Invasive Species Council.

PACN vital signs monitoring will likely use a combination of both programmatic and non-
programmatic data to meet its programmatic goals.
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6.4. Data Discovery

Data discovery or data mining is the process of searching for existing data/information that may
be useful to the 1&M Program mission and that is related to the natural resources of the network
parks. This is a continual process that begins with the collection of background information and
data that assist in the development of project methodologies and designs. The process involves

reviewing many different sources for varying types of information. Data mining is an important
part of any 1&M project, and some vital signs monitoring projects may depend largely on data

collected by other agencies or institutions and harvested via data mining endeavors. Many of the
data sources listed below are accessible via the internet, but some require visiting local archives,
research or academic institutions, museums, or local parks in order to search reference material.

Bibliographic/Literature

e National NPS Databases (e.g. NatureBib)
e Online literature databases (e.g. First Search or Biosis)
e Park archives through ANCS+

Geographic Data

Regional centralized GIS data using NPS Theme Manager
Federal Geographic Data Clearinghouse(s)

Local, state, and federal government offices

Regional GIS specialists

Biological/Natural Resources Data

NPSpecies

Voucher collections (museums, parks, universities)
Network parks

Local, state, and federal government offices

Relevant information collected during a data discovery process is maintained at the Network
either electronically or in hard copy format depending on how it was collected. Any data
collected during data discovery should be accompanied by as much documentation (metadata) as
possible. Geographic datasets collected during this process are documented with FGDC
compliant metadata.

6.5. Data Harvesting

The process of harvesting data from other sources should be standardized as much as possible.
Considerations for harvesting are as follows:
e Does the data source organization know of the 1&M Program and its data needs?
Does a Memorandum of Understanding (MOU) need to be in place?
What is the contingency if this data source is no longer available?
Can downloads or requests for data be consistently exported/imported and scheduled?
How will the downloaded data be stored and integrated into the 1&M Program?
How should errors be addressed?
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e |s the data source organization interested in integrating 1&M Program data, where
appropriate?
e |sthe documentation adequate?

Vital signs monitored through data harvesting should address these questions in their data
management protocols.

Data harvested from another agency may not exactly match PACN data needs. Boundaries used
for summary data often do not coincide with park boundaries or specific parameters may not be
currently collected. In addition, data may not meet minimum PACN accuracy standards. Project
leaders are encouraged to work with these agencies to incorporate PACN needs and standards as
much as possible. Money can be saved and more efficient research can be done by improving
existing systems.

6.6. Data Collection for Projects

Biological inventories and monitoring projects are the most common examples of projects
conducted by the PACN I&M Program. The project leader is responsible for ensuring that data
collection, data entry, verification, validation, storage, and archiving are consistent with PACN
standards. Project leaders will make use of PACN general standard operating procedures (SOPs)
and guidance documents as applicable. In addition, protocol-specific SOPs may be developed to
address data collection methods and procedures particular to a given protocol. The data manager
will work closely with the principal investigator and network staff to develop protocol-specific
SOPs for the collection, storage, and maintenance of project data. This may range from detailing
the proper usage of data entry forms or databases to outlining calibration procedures for
automated data loggers.

Some of the tools available for field data collection are listed below. This list serves as a guide
for consideration as the vital signs protocols are developed. Details on how these tools may apply
to protocol-specific SOPs will be contained in the individual protocol documentation.

e Field Forms — are the most common method of recording field data. Use a formatted,
project-specific data sheet as opposed to a field notebook. Field notebooks are important for
entering additional notes and observations. It is recommended to use acid-free paper to
prevent fading and subsequent data loss. Some circumstances may warrant the use of paper
and writing implements that can withstand moisture, dust, and other extreme environmental
conditions (e.g., “Rite in the rain” paper). Standardized data sheets that identify the pieces
of information to be recorded and forms that reflect the design of the computer data entry
interface will help ensure that all relevant information is recorded and subsequent data entry
errors are minimized. Data sheets should contain as much basic preprinted project
information as possible and sufficient space for recording relevant metadata such as date,
collectors, weather conditions, etc. They should clearly specify all required information,
using examples where needed to ensure that the proper data are recorded. Data recorders
should adhere to the following guidelines:

°  All information added to the data sheet must be printed and clearly legible.
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° If alterations to the information are necessary, the original information should be
crossed out with a single line and the new information written next to the original entry.
Information should never be erased and old information should not be overwritten.

Upon return from the field, copies of all original data sheets should be made and checked
for legibility and completeness (i.e., no data cut off at the edges). The original datasheets
should be used for data entry after which they will be stored in the fire proof cabinet.
Copies of original datasheets should be archived offsite.

e Tape Recorders — Handheld micro-cassette tape recorders are useful for recording field
data. Recorded observations are subsequently transcribed to paper or directly entered into
computer files. As with other technological solutions, there are drawbacks including battery
and tape maintenance, low environmental tolerance, and risk of failure. However, if a single
data collector is in the field, tape recorders can provide an easily operated, high quality,
efficient method of collecting data. All audio tapes used for recording field data should be
labeled appropriately (e.g. date, site, project) and stored in the fire proof cabinet. Analog
audio cassettes degrade over time and are a media that is quickly becoming outdated and
obsolete. If this is a desired method for field data collection, efforts should be made to
transfer the audio data to a more permanent audio format such as CDs or MP3 files.

e Cameras — Photographs provide an excellent visual record of field visits. Cameras are
useful for capturing photo point records of long-term study sites. They also serve well for
automated data collection by remotely recording information using web cams or trip
cameras.

e Field Computers — increase data collection and data entry efficiency by eliminating the
need for paper field forms. Data can be downloaded directly from the field computers to the
office desktops thereby eliminating the data entry step. Fewer chances for error because
QA/QC checks can be built into the field database. Could be inefficient if copious amounts
of notes or comments need to be recorded in the field.

Field computers, however, are subject to environmental constraints such as heat, dust, and
moisture. When handheld computers are used for data entry in the field, the data should be
downloaded daily to avoid potential loss of information. No field computer should be used
unless it is equipped with a removable flash memory card to store field data in case of a
catastrophic failure of the field unit. Batteries should be checked prior to a data collection
trip, and they should be charged at the end of every field day. Also, in case the unit
becomes inoperable in the field, printed data sheets should always accompany field teams
on data collection trips.

°  Palm-top computers (Personal Digital Assistants) — the small size and relative low
cost of these devices make them attractive options for entering field data. Good for
small field projects but not powerful enough for large data intensive field projects.
PDAs can be ruggedized fairly easily and at a relatively low cost. Most run either
Windows CE or Palm operating systems that may require additional
processing/programming to transfer/create the database structure in the field units.
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°  Tablet PCs — same properties as most laptops and provide the user with the
convenience of a touch screen interface. They are bulkier, more expensive and harder to
ruggedize than PDAs but are more powerful as well. Good for field projects that are
very data intensive. Because these units run Windows XP (Tablet Edition) the project
database can be directly transferred from desktop units to field units without additional
programming steps.

e Automated Data Loggers — mainly used to collect ambient information such as air or
water quality information. These devices can be calibrated and programmed to
automatically record data and store them for later download directly to a computer, thereby
eliminating the possibility for manual data entry errors. Must be properly calibrated and
maintained so field crews must receive proper training and SOPs outlining the
calibration/unit maintenance procedures. SOPs are currently in development and will be
distributed to all field crews using these devices.

° Permanently deployed devices — often cost prohibitive. Data from these devices must
be retrieved and batteries changed on a regular basis. These intervals should be defined
in the protocol.

° Portable hand-held devices — deployed for sampling only during site visits. Generally
less expensive than units that are permanently deployed in the field. Prior to and
following field visits device components should be inventoried to ensure that all
necessary equipment is accounted for.

e GPS Units — Two types of GPS units are often used during field work in PACN parks to
collect location information.

° Handheld Units (e.g., Garmin) — good for collecting general position information. Not
recommended for obtaining high accuracy location information.

°  Trimble GPS Receivers — good for collecting highly accurate (submeter) location
information.

6.7. Data Collection for Remote Sensing

Remote sensing technologies can be a powerful tool for characterizing and analyzing landscape
data, as well as readily capturing data within areas of low accessibility. Considerations for
selecting remote sensing imagery are as follows:

Accuracy and resolution needed

Frequency of measurement

Costs

Licensing for public use

Ortho-rectified or not

Each remote sensing product is unique. It is imperative the user fully understands the product he
or she is using. Products should be accompanied with well documented metadata. Imagery not
rectified cannot be used for measuring distance or area, but may provide a low cost and timely
overview of the landscape. Any protocols involving remote sensing should involve consultation
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with a professional remote-sensing specialist, and should consider the trade-off between
accuracy and costs among different imagery sources (Table 6.1).

Although cost will be a primary decision factor, consistency among park units should also be a
priority. Ideally, all imagery will be received in electronic and geo-referenced format.

The PACN’s network GIS currently holds good coverage for all PACN parks in base
cartographic layers, digital orthophoto quadrangles, and natural resource theme layers, as well as
satellite imagery coverage for most of the parks (Appendix A). As individual vital signs
monitoring protocols identify additional remote-sensing imagery needs, PACN will pursue cost-
efficient options for acquisition of imagery in suitable formats.

Table 6.1. Satellite resolution, swath width, area, cost, and history of various remote-sensing imagery sources.

Sensor Multi-spectral Panchrpmatic Swath | Area (sq | Cost/sq History
Resolution (m) | Resolution (m) | (km) km) km ($)*
Quickbird T 2.4 0.7 16 272 29.73 | 2001-present
Ikonos T 4 1.0 11 121 27.03 | 1999-present
Spot5 T 10 25and 5 60 3599 0.77 | 2002-present
Spot 66 10 60 3599 0.05** | 1986-present
ETM+ 30 15 185 34221 0.03 | 1999-2003
™ 30 NA 185 34221 0.03 | 1982-1999
MSS (ESTS) 79 NA 185 34221 NA | 1972-1997
AVHRR 1100 NA 2700 | 7290138 NA | 1978-present
MODIS 250 NA 2330 | 5429053 NA | 1999-present

* cost uses the multi-spectral unit specifications
** cost for post-1998 imagery (pre-1998 imagery is half-price)
T requires tasking

6.8. Changes to Data Collection Procedures

Changes to data collection procedures are made based on valid reasons for altering the
methodologies. Most issues will be identified during the design and testing stages of the
protocols and changes will be implemented prior to the collection of field data. The protocol
development process includes attempting to identify and address any foreseeable issues that
might occur with data acquisition and processing. Unforeseen issues may arise after data
collection has begun that require revision of procedures/protocols. Improvements in technology
may also require changes to procedures. Significant changes to the protocols must be approved
by the project leader, the PACN network coordinator, and the data manager. The network
coordinator will determine if proposed changes to protocol procedures require additional peer
review before the changes are accepted and implemented.

Changes to protocols and associated data collection procedures may also occur as a result of
scheduled Program reviews. During the review, data may be analyzed to determine if the current
protocol is meeting stated objectives. If it is determined that the protocol has not achieved the
desired results then changes should be recommended. All changes must be carefully documented
within the SOPs and any associated databases.
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6.9. Data Compilation, Processing, and Integration

All data, whether collected in the field by the 1&M Program or downloaded from another
organization, will need to be compiled and processed. This compilation should follow the data
management guidelines developed for the specific data type (see Appendix B for PACN Project
Deliverables guidance document). For example, tabular data will need to be entered or imported
into a pre-approved MS Access database. Quality assurance and quality control (QA/QC)
procedures are more fully describe in Chapter 7.

After compilation and QA/QC is completed for data from a single field season or project
milestone period, these data should be integrated with master datasets. Some extraction of
information may be required. For example, species information may need to be extracted from
various project databases for the purpose of updating the master NPSpecies database.
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7. QUALITY ASSURANCE AND QUALTIY CONTROL

The success of 1&M networks is dependent on the quality of the data they collect, manage, and
disseminate. Analyses performed to detect ecological trends or patterns require data that are
recorded properly and have acceptable precision and minimal bias. Poor quality data can limit
detection of subtle changes in ecosystem patterns and processes, can lead to incorrect
interpretations and conclusions, and could greatly compromise the credibility of the I&M
Program. To ensure that PACN produces and maintains data of the highest possible quality,
procedures have been established to identify and minimize errors at each project stage associated
with the data life cycle (Figure 7.1). Data quality related to sampling design is covered in
Chapter 4 of the PACN Monitoring Plan and in individual protocols, and is not discussed here.

7.1. NPS Standards

The National Park Service Director’s Order #11B, “Ensuring Quality of Information
Disseminated by the National Park Service,” was issued in order to promote data quality
(National Park Service 2002). It defines “‘quality’ as incorporating three key components:
objectivity, utility, and integrity.

Obijectivity consists of: 1) presentation, which focuses on whether disseminated
information is being presented in an accurate, clear, complete, and unbiased manner
within a proper context; and 2) substance, which focuses on ensuring accurate, usable,
and reliable information.

Utility refers to the usefulness of the information to its intended users.

Integrity refers to the security of information; e.g., protection from unauthorized access
or revision to ensure that the information is not compromised through corruption or
falsification.

Order #11B also specifies that information must be based on reliable data sources that are
accurate, timely, and representative of the most current information available. These standards
apply not only to NPS-generated information, but also to information provided by other parties
to the NPS if the NPS disseminates or relies upon this information.
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Project Stage Project Activity QA/QC

LOW Raw Data
=
a
=
g
% Verify
Validate

HIGH

Figure 7.1. Schematic of the Quality Assurance/Quality Control procedures to be carried out during the project
stages associated with the typical data life cycle.

7.2. Quality Assurance and Quality Control Mechanisms

Palmer (2003) defines quality assurance (QA) as “an integrated system of management activities
involving planning, implementation, documentation, assessment, reporting, and quality
improvement to ensure that a process, item, or service is of the type and quality needed and
expected by the consumer.” He defines quality control (QC) as “a system of technical activities
to measure the attributes and performance of a process, item, or service relative to defined
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standards.” Quality assurance procedures maintain quality throughout all stages of data
development. Quality control procedures monitor or evaluate the resulting data products.

QA/QC mechanisms are designed to prevent data contamination, which occurs when a process or
event introduces two fundamental types of errors into a dataset:

e Errors of commission include those caused by data entry or transcription errors, or
malfunctioning equipment. They are common, fairly easy to identify, and can be effectively
reduced up front with appropriate QA mechanisms built into the data acquisition process, as
well as QC procedures applied after the data have been acquired.

e Errors of omission often include insufficient documentation of legitimate data values,
which could affect the interpretation of those values. These errors may be harder to detect
and correct, but many of these errors should be revealed by rigorous QC procedures.

QA/QC procedures applied to ecological data include four procedural areas (or activities),
ranging from simple to sophisticated, and inexpensive to costly:
1. defining and enforcing standards for electronic formats, locally defined codes, measurement
units, and metadata
2. checking for unusual or unreasonable patterns in data
3. checking for comparability of values between data sets
4. assessing overall data quality

Much QA/QC work involves the first activity (defining and enforcing...), which begins with data
design and continues through acquisition, entry, metadata development, and archiving. The
progression from raw data to verified data to validated data implies increasing confidence in the
quality of the data through time.

7.3. Roles and Responsibilities

Quality assurance methods should be in place at the inception of any project and continue
through all project stages to final archiving of the data set. It is essential that each member of the
team have a stake in data quality, and is responsible for the quality of the results generated from
his or her tasks, which are outlined below.

The data manager is responsible for:

e developing protocols and standard operating procedures (SOPs), in collaboration with the
project leader, to ensure data quality

e making project leaders, technicians, etc., aware of the established procedures and enforcing
adherence to them

e evaluating the quality of all data and information against NPS standards before
dissemination outside the network

e performing periodic data audits and quality control checks to monitor and improve the data
quality program.

Project leaders must:
e be aware of quality protocols and convey their importance to technicians and field crews
e ensure compliance with the protocols
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e validate data after the verification process is complete
e review all final reports and information products.

Project technicians must:
o follow established protocols for data collection, data entry, and verification
e inform the project leader or data manager of quality-related problems or difficulties.

7.4. Quality Assurance/Quality Control Goals and Objectives

Although a data set containing no errors would be ideal, the cost and effort of attaining 100%
accuracy would likely outweigh the benefits. Instead, two factors can be considered when setting
data quality goals:

e the percent of entries that are incorrect (frequency of errors)

e the magnitude of the error (criticality of errors)

The significance of an error can vary depending on the data set and where the error occurs. A
two-digit number with a misplaced decimal point is a significant error (e.g., 99 vs. 9.9). A four-
digit number with an incorrect decimal value (e.g., 9999.99 vs. 9999.98) could retain an
acceptable level of accuracy.

The most effective mechanism for ensuring that a project produces high-quality data is to
determine procedures that direct project staff through accurate data collection, entry, and
validation, and adhere to them. All monitoring projects undertaken by PACN will include a
comprehensive set of SOPs that incorporate quality control in each stage of data collection and
processing.

Although specific QA/QC procedures will depend upon the individual vital signs being
monitored and must be specified in the protocols and SOPs, some general concepts apply to all
network projects. The general QA/QC procedures presented in this plan were primarily adapted
from the Draft Data Management Protocol (Tessler & Gregson 1997) and the ideas contained in
Michener and Brunt (2000). These general guidelines will ensure that all data collected are
checked for integrity before being integrated into the monitoring program databases.

7.5. Data Collection Quality Assurance/Quality Control

Careful, accurate recording of field observations in the data collection phase of a project is the
cornerstone for building a high-quality dataset. Unlike a typographical error that occurs when a
recorded observation is incorrectly transferred from a paper field form to a digital database, an
incorrect entry in the field is not easily corrected. Attention to detail during data collection is
crucial to overall data quality.

Before the data collection phase of a project begins, the project leader and data manager
determine data collection and storage protocols. Field sheets and field data recording procedures
must be documented in the protocol SOPs and reviewed by the data manager. The project leader,
in turn, ensures that field crews understand the procedures and closely follow them in the field.
The project leader is responsible for training of field crews, with the data manager providing
training assistance as needed and as time permits. Field technicians are responsible for proofing
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raw data forms in the field, ensuring their legibility, and verifying and explaining any unusual
entries. They are expected to understand the data collection forms, know how to take
measurements, and follow all procedures established in the protocol and SOPs.

7.5.1. Methods for Reducing Collection Errors

Ensure that field crews receive proper training

Protocols and SOPs alone cannot guarantee that high quality data will be collected. Adequate
training is essential for field crews to understand and perform data collection procedures. A
training manual may be helpful for long-term monitoring data collection efforts, and for those
projects that will involve a large number of field staff, especially if staff turnover is anticipated.

Use a formatted, project-specific data sheet as opposed to a field notebook

Standardized data sheets that clearly identify the data to be recorded, and that reflect the design
of the computer data entry interface, will help ensure that all data are recorded and entry errors
are minimized. Acid-free paper is required to prevent degradation and subsequent data loss.

Field notebooks are valuable for recording additional observations, however, and are encouraged
for this purpose. It is recommended to keep a daily journal and other peripheral information in
this notebook. These notebooks should be archived and stored with the datasheets.

Data sheets should contain as much preprinted project information as possible, and include
essential metadata such as the name of the data collector and date. Data sheets should clearly
specify all required information, using examples where needed to ensure that proper format is
used.

All data added to the data sheet must be printed and clearly legible. If alterations to the data are
necessary, the original data should be crossed out with a single line and the new data written next
to the original entry. Data should never be erased or overwritten.

After data entry, verification, and validation, copies of all original data sheets should be made
and checked for legibility and completeness (i.e., no data cut off at the edges). The copies of the
data sheets will be stored as specified in the protocol SOP, and the original data sheets should be
archived.

Use an electronic device for data collection whenever possible

The use of handheld devices such as GPS units minimizes the need for manual data entry from
field forms and associated transcription and data entry errors. Specially designed data
dictionaries can be developed to fit project requirements and can incorporate on-the-spot QA/QC
checks. Electronic devices are not a substitute for data hand-written on field sheets; rather, they
are a tool to make subsequent database entry more efficient.

When electronic devices are used for data collection, data files should be downloaded daily to
avoid potential loss of information. Thus, if a unit fails during data collection, only the current
day’s data are lost. Batteries should be checked prior to a data collection trip, and they should be
charged at the end of every field day.
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Use automated data loggers where appropriate

Instruments with their own data acquisition systems are useful for collecting some types of data,
such as water and air quality data. These devices can be calibrated and programmed to
automatically record data and store them for later download directly to a computer, thereby
eliminating the possibility for manual data entry errors. Data loggers are an efficient method for
recording continuous sensor data, but routine inspections are necessary, and environmental
constraints, as well as power (e.g., sufficient battery charge) and maintenance requirements, are
potential pitfalls when using these instruments. Regular downloads are required because physical
memory is usually limited.

Consider calibration, maintenance, and training requirements of field equipment

Accurate field measurements are possible only if field equipment is regularly calibrated and
maintained. Once in the field, allow sufficient time for field equipment to adjust to its
environment so it will record accurate measurements (for example, when using water quality
probes and GPS units). Researchers should maintain records of equipment calibration and
equipment failures as an integral part of their field data.

Be organized and keep a log

Organization is the key to good data collection methods. Maintaining a log of important
decisions and events will help clarify information and contribute to an accurate report.

Perform guantitative assessments of data quality

Repeating measurements is the primary tool for performing quantitative assessments of data.
Project leaders should periodically review the work of field technicians to ensure that their work
does not drift from standards during the course of the field season.

7.6. Data Entry

Data entry is the process whereby raw data are transferred from paper field forms into an
electronic data format. When data are gathered or stored digitally in the field (e.g., on a data
logger), data entry consists of the transfer of data (downloading) to a file that can be moved into
database tables.

Data entry should occur as soon as possible after data collection is completed, or as an on-going
process during long projects, and by a person who is familiar with the data. The primary goal of
data entry is to transcribe the data from paper records into the computer with 100% accuracy,
although errors are unavoidable during data entry. Thus, all data are checked and corrected
during the data verification process (see below).

The project leader, along with the PACN data management staff, provides training in the use of
the database to all data entry technicians and other users. The project leader makes certain that
data entry technicians understand how to enter data and follow the protocols. Data entry
technicians are responsible for becoming familiar with the field data forms, the database
software, database structure, and any standard codes for data entry used by PACN.
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7.6.1. Methods for Reducing Data Entry Errors

Enter or download data in a timely manner

All data should be entered or downloaded into the project database as soon as possible after
collection. Data entry should not be delayed until all the project data have been collected.

Design efficient data entry forms

A full-screen data entry form that mimics the field data forms can reduce manual data entry
errors due to the 1:1 correspondence of the attributes.

Design data entry methods that distinquish between newly-entered and previously
validated data

New records will be entered into an empty database. These records will be appended to the
master data set only after formal verification and validation has been completed. When this
procedure is not practical, a field in the database identifying the status of validation and
verification for each record will be completed. (The process for validation and verification will
be detailed in the data management SOPs associated with the project.)

Track record creation and edit details in the database

Fields that store the date a record is created or modified, and the initials of the person creating or
modifying it, increases the level of personal responsibility for the accuracy of data entry. This
feature also allows the project leader or data manager to determine if error patterns can be traced
to a particular person, and follow up with additional staff training to correct the problem.

Build automated error checking features into the database

QA/QC measures for data entry will be built into the database design to perform automatic
validation checks of data. Database entry forms can reduce transcription errors through auto-
filled fields, range limits, pick lists, and spelling checks. These forms can also provide controlled
access to the database (i.e., forms are set for data entry only, which prevents accidental deletion
or alteration of existing data) and can control the sequence of data entry (i.e., certain fields
require an entry before more information can be entered). Error messages can alert the operator
when mistakes are made and require correction.

o Auto-filled fields. Whenever possible, the data in a field should be autofilled by the
computer. For example, if a location ID is comprised of a park code, project code, and a
unique number, those elements are automatically inserted into the location ID field,
ensuring that the record always contains a unique identifier.

e Range limits. Where the appropriate values for a particular field span a finite range, the data
entry program can check the entered value against the specified minimum and maximum
values for that parameter. When a value is outside the accepted range, a warning message
appears and asks the user to reenter a valid value. For some fields, values outside a
specified ‘normal’ range may be acceptable. In this case, the warning message asks the user
to verify the entry before continuing.

e Pick lists. The data entry application may also use pop-up pick lists for standardized text
items where spelling errors can occur. For example, rather than typing in a species code or
name (where a misspelling generates a new species in the database), the code or name is
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selected from a list of valid species codes or scientific names and automatically entered into
the species field. A pick list may also be used when only certain entries are acceptable.
Lists are not appropriate for all written fields but should be used when appropriate.

e Unique constraints. Duplicate and incorrect data entry can often be caught with the
application of unique constraints on data entry fields. These constraints are particularly
useful when importing data from other applications.

Provide a clean, organized work environment

Desktop space near the computer should be free of clutter and distractions. There should be
enough space for two stacks of paper documents, one from which data are being entered and one
from which data have been entered. A pad or notebook should also be available for making
notes.

If possible, use two data entry technicians for data entry

When one technician reads the data from the field data forms and another enters them into the
computer, the work is often faster and results in a lower error rate. Alternatively, one technician
enters the data, while the second technician reenters the data (or a subset of the data). The two
datasets are compared for errors. If only one person is available, he should work at a slower pace
to avoid errors.

7.7. Verification and Validation Procedures

Data verification checks that data entered into a secondary (i.e., electronic) format match the
source data, whereas data validation checks that the data make sense. Although data entry and
verification can be conducted by personnel with a general familiarity of the data, the validation
process requires in-depth knowledge about the project and data collected.

The project leader and data manager collaboratively establish SOPs for verification and
validation and the project leader or designee will validate the data after verification is complete.
The project leader is also responsible for reviewing all data products and reports before they are
released outside the network. The data and project leaders will evaluate the results of verification
and validation and determine any procedural or data form revisions that may be indicated by the
results. Technicians will follow the SOPs for verification of data, make required changes, and
document those changes.

7.7.1. Methods for Data Verification

Data verification immediately follows data entry and involves checking the accuracy of the
computerized records against the original source (usually hard copy field records), and
identifying and correcting any errors. PACN procedures are to verify all records entered against
their original source. When the computerized data are verified as accurately reflecting the
original field data, the paper forms are set aside for use later in the data validation process.

The following four verification methods will be used by PACN for all project data:
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Visual review at data entry

The data entry technician verifies each record after input and immediately corrects any errors.
This method is the least complicated since it requires no additional personnel or software. Its
reliability depends entirely upon the person keying data and thus, is probably the least reliable
data verification method.

Visual review after data entry

All records entered during a data entry session are printed in a format that closely matches the
original data source. Each data element on the printout is compared with the original values from
the hard copy, preferably by a second person who did not perform the data entry. Errors are
clearly marked and corrected in the database as soon after data entry as possible.

Sorting and summary queries

Each project will have queries that can be run to detect broad errors such as inconsistent,
duplicate, omitted, or unlinked records.

Visual review of spatial data

Any spatial data that are collected as part of the project will be converted to GIS and visually
inspected for accuracy (e.g., points located outside park boundaries, upland locations occurring
near sea level).

Duplicate data entry

The data entry person completes all data input, as normal. Random records are selected (every
nth record) and entered into an empty replica of the permanent database, preferably by someone
other than the person keying the permanent data. A query is run to automatically compare the
duplicate records from the two datasets and report on any mismatches of data. These disparities
are manually reviewed and corrected if necessary. This method involves the overhead of retyping
the selected records, as well as the creation of a comparison query (which requires additional
effort, but is not time-consuming). This method becomes increasingly successful as the value of
n decreases.

Each method has a direct correlation between effectiveness and effort. The methods that
eliminate the most errors can be very time consuming, while the simplest and cheapest methods
will not be as efficient at detecting errors.

7.7.2. Methods for Data Validation

Although data may have been correctly transcribed from original field notes or forms, they still
might be inaccurate or illogical. For example, values may be outside the physical range of
possible values, or may fall outside the logical range of reasonable values. The process of
reviewing computerized data for range and logic errors is called validation, and it can
accompany data verification only if the reviewer has comprehensive knowledge about the data.
Validation is a separate operation carried out after verification by a project specialist who can
identify generic and specific errors in particular data types.
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Invalid data commonly consist of slightly misspelled species names or site codes, the wrong
date, or out-of-range errors in parameters with well defined limits (e.g., elevation). But more
interesting and often puzzling errors are detected as unreasonable metrics (e.g., stream
temperature of 70°C) or impossible associations (e.g., a tree 2 feet in diameter and only 3 feet
high). These are logical errors. The discovery of logical errors has direct, positive consequences
for data quality and provides important feedback to the methods and data forms used in the field.
Histograms, line plots, and descriptive statistics can reveal possible logic and range errors.

Corrections or deletions of logical or range errors in a data set require notations in the original
paper field records about how and why the data were changed. Modifications to the field records
should be clear and concise while preserving the original data entries or notes. Validation efforts
should also include a check for the completeness of a data set because field sheets or other
sources of data could easily be overlooked.

General step-by-step instructions are not possible for data validation because each data set has its
own unique contents and domains. Specific procedures for data validation will be delineated in
data management SOPs. However, the following general methods can be used as guidelines:

Data entry application programming

Certain components of data validation are built into data entry forms. The simplest validation
during data entry is range checking, such as ensuring that a user attempting to enter a pH of 20.0
gets a warning and the opportunity to enter a correct value between 1.0 and 14.0 (or within a
narrow range appropriate to the study area). Not all fields, however, have appropriate ranges that
are known in advance, so knowledge of what are reasonable data and a separate, interactive
validation stage is important.

Edwards (2000) suggests the use of “illegal data’ filters, which check a specified list of variable
value constraints on the master data set (or on an update to be added to the master) and create an
output data set. This output data set includes an entry for each violation, along with identifying
information and an explanation of the violation.

A caveat should be interjected regarding the operative word “illegal.” Even though a value above
or below a given threshold has never before been observed and the possibility that it could occur
seems impossible, such an observation is not always an illegal data point. Edwards (2000) points
out that one of the more famous data QA/QC blunders to date occurred when NASA’s computer
programs deleted satellite observations of 0zone concentrations that were below a specified
level, seriously delaying the discovery of the ozone hole over the South Pole.

Outlier Detection

According to Edwards (2000), “the term outlier is not (and should not be) formally defined. An
outlier is simply an unusually extreme value for a variable, given the statistical model in use.”
Any data set will undoubtedly contain some extreme values, so the meaning of ‘unusually
extreme’ is subjective. The challenge in detecting outliers is in deciding how unusual a value
must be before it can (with confidence) be considered ‘unusually’ unusual.
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Data quality assurance procedures should not try to eliminate outliers. Extreme values naturally
occur in many ecological phenomena; eliminating these values simply because they are extreme
is equivalent to pretending the phenomenon is ‘well-behaved’ when it is not. Eliminating data
contamination is perhaps a better way to explain this quality assurance goal. If contamination is
not detected during data collection, it will be detected later only if an outlying data value results.
When we detect an outlier, we should try to determine if some contamination is responsible.

GIS, database, graphic, and statistical tools for ad-hoc queries and displays of the data can be
used to detect outliers. Some of these outlying values may appear unusual but prove to be quite
valid after confirmation. Noting correct but unusual values in the documentation of the data set
saves other users from checking the same unusual values.

Other exploratory data analyses

Palmer and Landis (2002) suggest that in some cases, calculations for assessments of precision,
bias, representativeness, completeness, and comparability may be applicable and that for certain
types of measurements, evaluation of a detection limit may also be warranted. Normal
probability plots, Grubb’s test, and simple and multiple linear regression techniques may also be
used (Edwards 2000).

7.8. Version Control

Version control is the process of managing copies of changing files over the course of a project.
Change includes any alteration to the structure or content of the files. Good version control
practices allow for full recovery of a dataset as it existed prior to changes being made. Before
making any major changes to a file, a copy of the file should be saved with a unique file name.
This process is particularly important when appending newly-validated data to a master dataset,
or when upgrading a database to a new version. In addition, proper controls and communication
are required to ensure that only the most current version is used for data entry or analysis.

Specific naming conventions and directory structures related to version control are detailed in
individual monitoring SOPs. The data manager will determine the version control method that
will be used, and other network personnel are responsible for accurately designating versions for
any files with which they have worked.

These general version control guidelines apply to files maintained on the PACN file server. They
do not apply to enterprise-level server applications such as the 1&M Program’s service-wide
Oracle databases; updates to these master databases are accomplished either through online data
entry/edit or through file submission to 1&M Program WASO staff. General file naming
guidelines are as follows:

<project_file> <QA/QC_status>_ <date>.<ext>

Where:

<project_file> = the name of the established base file name

<QAJ/QC_status> = the status of the information. For example, “ _RAW_"; “ VERIF_"; “_VALID_”
<date> = The date of the file, as YYYYMMDD.

<ext> = the file extension, such as .mdb, .xIs
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7.9. Data Quality Review and Communication

Edwards (2000) suggests regular meetings of project leaders, the data manager, and data
management personnel for discussing data quality problems and issues. Participants become
more aware of quality issues and learn to anticipate problems. Moreover, all participants realize
their role in data quality and the entire monitoring effort.

7.9.1. Value of Feedback from QA/QC Procedures

Quality assurance procedures may need revision to improve quality levels if verification and
validation processes reveal an unacceptable level of data quality. Quality checks should not be
performed with the sole objective of eliminating errors, as the results may also prove useful in
improving the overall process. For example, if the month and day are repeatedly reversed in a
date field, the data entry technicians may require retraining about the month/day entry order. If
retraining is unsuccessful in reducing the error’s occurrence, the computer program may need to
be rewritten so that month and day are entered separately, field length limits are enforced, or a
pick list is created. In this manner, the validation process will serve as a means of improving
quality.

Field data forms can be modified to avoid common mistakes or logical errors. Often minor
changes, small annotations, or adding check boxes to a field form can remove ambiguity about
what to enter on the form. When the same type of validation error occurs repeatedly in different
data sets, the field form-not the field crew—is usually at fault. Repeated errors found during
validation can also mean that protocols or field training are at fault, which can then be
recognized and corrected.

7.9.2. Monitoring Conformance to Plans and Standards

The data manager will perform periodic data audits to help maintain and improve PACN’s data
quality. The audits will verify that staff is adhering to data quality procedures specified in this
plan and the protocol-specific data management plans, and will track and facilitate the correction
of any deficiencies. These quality checks promote a cyclic process of continuous feedback and
improvement of the both the data and quality planning process.

Audits include verification of the following:

e Data collection and reporting requirements are being met
Data collection and reporting procedures are being followed
Verification and validation procedures are being followed
Data file structures and maintenance are clear, accurate and according to plan
Revision control of program documents and field sheets are adequate
Calibration and maintenance procedures are being followed
Seasonal and temporary staff have been trained in data management practice
Metadata collection and construction for the program proceeds in a timely manner
Data are being archived and catalogued appropriately for long term storage

The results of quality assessments are documented and reported to the research staff and the
network coordinator. The project leader and coordinator are responsible for ensuring that non-
conformities in data management practices are corrected.

Appendix N: Data Management Plan (DRAFT) 14 December 2005 G. H. Dicus 66



7.9.3. Communicating Data Quality

The PACN will use data documentation and metadata to notify end users, project managers, and
network management of data quality. A descriptive document for each dataset/database will
provide information on the specific QA/QC procedures applied and the results of the review.
Descriptive documents or formal FGDC-compliant metadata will document quality for spatial
and non-spatial data files posted on the Internet.
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8. DATA DOCUMENTATION

Documenting data is the most important step toward ensuring that data sets are usable well into
the future. Data longevity is roughly proportional to the comprehensiveness of their
documentation (Michener 2000).

8.1. NPS Standards

Department of Interior direction for documentation at the departmental and NPS levels is as
follows:

e Executive Order 12906, mandates federal agencies to “...document all new geospatial data
it collects or produces, either directly or indirectly...” using the Federal Geographic Data
Committee (FGDC) Content Standard for Digital Geospatial Metadata (CSDGM).

e FGDC CSDGM extensions, such as the Biological Data Profile, Remote Sensing Extension,
and Shoreline Data Profile are not required, but recommended where appropriate.

e NPS Geographic Information System (GIS) Committee requires all GIS data layers be
described with FGDC standards and the NPS Metadata Profile.

8.2. PACN Network Standards

PACN standards for documentation are as follows:
e Project document will be completed using the following tools:
°  Project Organizer
°  Project Tracking Database
e Spatial data documentation will be completed using the full standards set by the Federal
Geographic Data Committee (FGDC) Content Standard for Digital Geospatial Metadata
(CSDGM).
e Tabular database documentation will be completed using
° Minimum standards set by the Federal Geographic Data Committee (FGDC) Content
Standard for Digital Geospatial Metadata (CSDGM)
°  “Database Documentation Template” for more detailed documentation.
e Vital signs protocol documentation will be completed using
°  *Guidelines for long-term monitoring protocols” (Oakley et al. 2003)
° Master Versioning Table, and additional vital signs documentation described in this
chapter.

8.3. Project Documentation

Projects should be well organized in a project directory structure or an existing repository. In the
initial project planning stage, the project leader will work with the network coordinator and the
network data manager to establish a list of products to be delivered by the project. A ‘PACN
Project Deliverables’ guidance document (see Appendix B) provides project leaders with general
guidance on organizing project data and information. And the project study plan will identify
specific product deliverables.
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The PACN uses a project tracking database to organize basic documentation on each project.
The project tracking database is designed to be flexible for the I&M Program operations, and
tracks the following information:

e Contact information
Dates
Links to Program goals, associated parks, vital signs, permits, investigators annual reports
Abstracts
Status, repository, and notes on deliverables.

Reports can be produced from this database to:
e documentation the project
e list the status of deliverables
e transfer necessary project information to park curators for archiving purposes.

8.4. Spatial Data Documentation

Spatial data will use the FGDC, Content Standard for Digital Geospatial Metadata (CSDGM).
Metadata records created by the networks are integrated into the National Park Service, NR-GIS
Metadata database. Associated datasets will be stored in the NR-GIS Data Store. The locations of
the associated datasets are directly linked in the metadata record. Metadata record management,
accomplished using the ArcCatalog Metadata Extension within the ArcGIS software, will be
coordinated with the PWRO-HNL GIS Specialist to ensure quality and consistency. For
geodatabases, metadata is created for individual feature datasets as well as for the Microsoft
Access .mdb file as a whole. Geodatabase metadata records will include standardized language
that will assist end users in using ArcObjects to generate diagrams of the various geodatabase
elements and their inter-relationships.

8.5. Tabular Database Documentation

Tabular databases will use the minimum FGDC CSDGM standard for documentation. This
allows data discovery through the use of FGDC clearinghouses. It is difficult to document a
relational database in adequate detail using this standard alone. Therefore, for each long-term
project, PACN data management staff will generate a database document that will include:

e Revisions to the database
Overview of the use and purpose of the data
Illustration of the entity diagrams
Data dictionary of tables, attributes, and relationships
Explanation of queries, forms and reports

8.6. Vital Signs Protocol Documentation

8.6.1. Master Version Table

Vital signs protocols (protocol narrative and accompanying SOPs) constitute essential project
documentation that must accompany the distribution of monitoring data. Over time there will be
instances when the protocol narrative and SOPs will need to be updated. Narrative and SOP
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updates may occur independently. That is, a change in one SOP will not necessarily invoke
changes in other SOPs; a narrative update may not require SOP modifications.

The Northern Colorado Plateau Network (NCPN) has suggested using a database to track the
narrative and SOP version numbers in a Master Version Table (MVT). The MVT contains a
Version Key Number that designates the narrative and SOP versions that are in use at a specific
time (Table 8.1). Every protocol contains an SOP entitled “Revising the Protocol Narrative and
SOPs.” The MVT is contained in this SOP and is required to be updated when any protocol
revisions are made. The protocol narrative, SOPs, and data will not be distributed independently
of the MVT. The PACN may adopt this MVT strategy for documenting revisions to protocols
and SOPs. Incorporation into individual protocol databases, so that data records can be
associated with a specific SOP version, will require active database links that assign the SOP
version number(s) to each sampling event.

Table 8.1. Example of the Master Version Table used to track changes in a vital sign protocol narrative and/or
standard operating procedures (SOP).

Version Key # | Version Key Date | Narrative | SOP #1 | SOP #2 | SOP #3 | SOP #5 | SOP #6

VK1 12/15/2004 1.00 1.00 1.00 1.00 1.00 1.00
VK2 5/10/2005 1.00 1.01 1.01 1.00 1.01 1.00
VK3 11/18/2005 1.00 1.01 1.01 1.01 1.02 1.00

8.6.2. Additional Vital Signs Metadata

Long-term monitoring projects present a different set of metadata questions and requirements
that may extend beyond the scope of the project tracking database, established FGDC standards,
or a descriptive document for a tabular database. Essential documentation such as algorithms,
output files, or spatial analyses may reside in different systems and formats, and could
potentially be overlooked when distributing or applying the data. Depending on the project,
documentation may need to include details on data models or algorithms used, procedures for
data synthesis, and associated input and output files. Data use and data request histories, and
secondary research or publications resulting from long-term monitoring projects, may also need
to be tracked.

As the protocols are developed, vital signs documentation will be tested and will evolve to
combine metadata needs and ease of use.
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9. DATA ANALYSIS AND REPORTING

Providing meaningful results from data summary and analysis is a cornerstone of the I&M
Program and characterizes the program’s data management mission to provide useful
information for managers and scientists. Chapter 7 (Data Analysis and Reporting) of the PACN
Monitoring Plan contains the background and overall approach to data analysis and reporting for
our network. The associated data management objective is to provide valid data in formats that
support scheduled and ad hoc display, query, analysis, summary, and reporting of data. Routine
and scheduled data summary and analysis requirements and procedures are identified in each
vital sign monitoring protocol. This chapter discusses data management activities related to using
GIS and database application software for data summary and analysis, and to prepare data for
analysis using statistical software applications.

9.1. Periodic and Annual Reporting

The data manager will work with the project and network statisticians, ecologists, and others to
specify and design or adapt database objects, fields, and values to support the formats and
functions necessary for analysis using statistical software applications such as SAS (commercial)
and R (freeware). Some basic summary and reporting functions required by a vital sign
monitoring protocol can be developed within Microsoft Access database applications where data
are stored. Examples include descriptive statistics (mean, standard deviation, sample size). The
statisticians, ecologists, and others will use existing and custom data conversion and export
functions in MS Access to prepare datasets for import into other software applications. Spatial
analysis and maps will be produced by network and/or park affiliate staff. Ad hoc queries and
reports will be handled on a case by case basis due to their dynamic nature. PACN will enhance
its web site over time to deliver reports and provide supplemental background data and
information.

9.2. Long-term Trends and Analyses

Most long-term data analysis will involve statistical software applications, for which required
data formats often involve arrays of binary or discrete values that represent one or more
parameters. Data analysts and the network data manager will identify and develop the data
conversion routines necessary to generate these formats for analysis.

GIS functions can also contribute to understanding long term status and trends of vital signs and
ecosystems. Methods may be developed to visualize time-series data, perform geostatistical
functions, and do spatial network analysis with hydrography features. Tabular and spatial results
can be shared in reports and made available on the PACN web site and via internet map services.

Appendix N: Data Management Plan (DRAFT) 14 December 2005 G. H. Dicus 71



10. DATA DISSEMINATION
PACN data management aims to ensure that:

Data are easily discoverable and obtainable

Only data subjected to complete quality control are released, unless necessary in response
to a Freedom of Information Act (FOIA) request

Distributed data are accompanied by appropriate documentation

Sensitive data are identified and protected from unauthorized access and inappropriate use

The PACN will continue to provide links to PACN public data products via the PACN public
website. This will be the network’s portal for the most current data distribution as the Monitoring
Program develops. Distribution instructions for each dataset will be provided in the respective
metadata.

10.1. Mechanisms for Distribution

PACN data products (final deliverables or periodic milestones) will be “packaged,” where
possible, and made available for distribution as a complete set. This “package” is similar to the
materials consolidated for natural history archiving and curation (See Chapter 12).

PACN plans to use the internet for dynamic and on-going data that may not yield specific
tangible products.

Access to PACN data products will be facilitated via a variety of means that allow users to
browse, search and acquire network data and supporting documents (Table 10.1). These means
include, but are not limited to:

Links to public data products maintained on the PACN public website.

NR-GIS Metadata and Data Store. Distribution instructions for each dataset will be
provided in the respective metadata.

Service-wide databases, such as NPSpecies, NatureBib, and NPSTORET.

Regional, Network, or Park data servers protected with read-only access.

External repositories such as the US Geological Survey, University of Hawaii, US Forest
Service, Western Regional Climatic Center, and many others.

FTP sites, CDs or DVDs, as appropriate.

Information will be made available to two primary audiences: public and NPS employees, as
determined by data sensitivity and development status. Only fully documented, certified, non-
sensitive data and data products may be uploaded to public distribution repositories or otherwise
released to the public.
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Table 10.1. Primary repositories for PACN information and associated specimens.

Item Repository
Reports (public) digital NPS Focus, Data Store, PACN website
hard copy Park and network libraries, park archives
bibliography NatureBib

Network-generated digital datasets and data
products (public, non-sensitive)

certified data and data products
(including photos)

metadata

NR-GIS Data Store, PACN website, NPSpecies, NPSTORET

Network-generated digital datasets and data
products (NPS staff, sensitive)

raw, validated, and analyzed data
metadata

submitted reports

digital photos

digital presentations

* PACN intranet website; selected vital sign data may be housed

externally with an established MOU.

Project product materials
specimen vouchers
photograph film

Park archives, Bishop Museum, or other curation facility
(according to project protocol)

Project administrative records or

miscellaneous items (hard copy) PACN office

The national water quality database (NPSTORET) maintained by the NPS Water Resources
Division provides a good example of how data collected by a network project is transferred to an
on-line master database, from which data and summary products can be made widely available
via a web-based clearinghouse service (Figure 10.1).
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Figure 10.1. Schematic of data flow for transferring network water quality data to the national master database, and
for network and public access to that master database via an on-line clearinghouse.

10.2. Ownership, FOIA, and Sensitive Data
PACN products are considered property of the NPS (OMB, Circular A-110, Section 36).

The Freedom of Information Act, 5 U.S.C. § 552, referred to as FOIA, stipulates that the United
States Government, including the National Park Service, must provide access to data and
information of interest to the public, regardless of whether or not the federal government created
the records. FOIA is intended to establish a right for any person to access federal agency records
that are not protected from disclosure by exemption or by special law enforcement record
exclusions. Under the terms of FOIA, agencies must make non-protected records available for
inspection and copying in public reading rooms and/or the Internet.
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The NPS is directed to protect information about the nature and location of sensitive park
resources under one Executive Order and four resource confidentiality laws:
e Executive Order No. 13007: Indian Sacred Sites
National Parks Omnibus Management Act (NPOMA; 16 U.S.C. 5937)
National Historic Preservation Act (16 U.S.C. 470w-3)
Federal Cave Resources Protection Act (16 U.S.C. 4304)
Archaeological Resources Protection Act (16 U.S.C. 470hh)

When any of these regulations are applicable, public access to data can be restricted. If
disclosure could result in harm to natural resources, the records may be classified as ‘protected’
or ‘sensitive’ and information withheld regarding the following resources recognized as sensitive
by the NPS:

e Endangered, threatened, rare, or commercially valuable National Park System resources

e Mineral or paleontological sites

e Objects of cultural patrimony

e Significant caves

The network will comply with all FOIA restrictions regarding the release of data and
information, as instructed in NPS Director’s Order #66 and accompanying Reference Manuals
66A and 66B (currently in development). Managing natural resource information that is sensitive
or protected requires the following steps:

e ldentification of potentially sensitive resources

e Compilation of all records relating to those resources

e Determination of which data must not be released in a public forum

e Management and archival of those records to avoid their unintentional release

Classification of sensitive data will be the responsibility of network staff, park superintendents,
and project leaders. Network staff will classify sensitive data on a case-by-case, project-by-
project basis and will work closely with project leaders to ensure that potentially sensitive park
resources are identified, that information about these resources is tracked throughout the project,
and that potentially sensitive information is removed from documents and products that will be
released outside the network.

Following are suggested guidance for determining whether information should be protected:

e Has harm, theft, or destruction occurred to a similar resource on federal, state, or private
lands?

e Has harm, theft, or destruction occurred to other types of resources of similar commercial
value, cultural importance, rarity, or threatened or endangered status on federal, state, or
private lands?

¢ Isinformation about locations of the park resource in the park specific enough so that the
park resource is likely to be found at these locations at predictable times now or in the
future?

e Would information about the nature of the park resource that is otherwise not of concern
permit determining locations of the resource if the information were available in
conjunction with other specific types or classes of information?
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e Even if relatively out-dated, is there information that would reveal locations or
characteristics of the park resource such that the information could be used to find the park
resource as it exists now or is likely to exist in the future?

e Does NPS have the capacity to protect the park resource if the public knows its specific
location?

10.2.1. Access Restrictions on Sensitive Data

Network staff is responsible for managing access to sensitive data handled by the Program. All
potentially sensitive park resources will be identified and investigators working on network
projects will be informed that:
e All data and associated information must be made available for review by network staff
prior to release in any format
e Any information classified as protected should not be released in any format except as
approved in advance by the National Park Service

Sensitive park resources will be identified as a cooperative effort. The network and park staffs
should identify all potentially sensitive park resources to the project leader for each project.
Reciprocally, the project leader must identify any known references to potentially sensitive park
resources.

When preparing information for any repository, network staff ensures that all protected
information is properly identified and marked. All references to protected information are
removed or obscured in any reports, publications, maps, or other public forum.

Network staff will remove any sensitive information from public versions of documents or other
media. They will isolate sensitive from non-sensitive data and determine the appropriate
measures for withholding sensitive data. The main distribution applications and repositories
developed by the 1&M Program, are maintained on both secure and public servers and all records
marked “sensitive’ during uploading will only become available on the secure servers.
Procedures for assigning a sensitivity level to specific records when uploading to both the
NPSpecies and NatureBib databases are given on the following websites:

e http://science.nature.nps.gov/im/apps/npspp/index.htm

e http://www.nature.nps.gov/nrbib/index.htm

Thus, access to data on sensitive park resources can be limited to network staff or research
partners. However, limits to how these data are subsequently released must also be clearly
defined. It is crucial that the person uploading records to the online applications (repositories) is
familiar with the procedures for identifying and entering protected information.

10.2.2. NPS Only versus Public

Only data subjected to complete quality control are released, unless necessary in response to a
FOIA request. Products of incomplete, poor, or questionable quality (typically legacy data) may
not be appropriate for the public and should be managed separately from acceptable quality.
These lower quality products may be the only source of information on the natural history of the
park, may have been the basis for early management decisions, and are still valuable in-house.
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Provided these do not contain sensitive data as described in this chapter, these data may be
released to the public upon specific FOIA request. They must be accompanied with qualifying
documentation.

I&M Program applications, such as NatureBib and NR-GIS metadata, provide a means to flag
these data as “NPS Only” or “Public”. Additional notes describing the quality should be added to
the records in these applications, as resources permit.
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11. DIGITAL DATA MAINTENANCE, STORAGE, AND ARCHIVING

Effective long-term data maintenance depends on thoughtful and appropriate data
documentation. An essential part of any archive is its accompanying explanatory materials
(Olson and McCord 1998). The following sub-sections make reference to, and in some cases
elaborate on, metadata standards and dataset documentation procedures that are more fully
explained in Chapter 8 (Data Documentation).

Data, documents, and all other products resulting from projects and activities using PACN data
are crucial pieces of information. To ensure high-quality long-term management and
maintenance of this information, PACN will implement procedures to protect information over
time. The goals of these procedures are to:
e avert the loss of information over time
e ensure that network information can be easily obtained, shared, and properly interpreted by
a broad range of users

11.1. NPS and PACN Network Standards

e PACN will standardize on Microsoft products as required by all Department of Interior
(DOI) agencies (DOI, Assistant Secretary for Policy, Management, and Budget, Findings
and Determination, September 13, 2002).

e PACN will update and maintain datasets to no more than two versions behind current
version of software, or store the dataset in American Standard code for Information
Interchange (ASCII) format, complete with data and file documentation.

11.2. Electronic Archiving and Storage

While project leaders and PACN network staff will maintain working files within their personal
computer directories, the PACN file server will be used to ensure security of draft documents
and draft data products and to ensure the longevity and availability of final products and long-
term datasets. Access permissions to various levels of the PACN file server directory structure
will be controlled by PACN staff, and folder space for working files will be provided to those
project leaders who request it. Once project leaders assemble their data products into a stand
alone “package,” the package will be archived on the PACN server and individual products will
be stored with other like products as appropriate. The general PACN file server directory
structure accommodates GIS data, project archive packages, and final product libraries (see
Table 4.1). The PACN strategies for local data backup and for integration of final data products
into the 1&M Program’s service-wide databases and repositories are discussed in Chapter 4.

Short-term projects

Electronic versions of all project deliverables, as listed in the project tracking database,
cooperative agreements, permits, study plans, or other administrative records, will be
electronically archived by three archiving methods:
1. Project archive on PACN file server, where all records are “packaged” as a stand alone.
Types of information to be included are listed in Chapter 1, Table 1.1.
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2. Off-line project archive, same information as above, which may include draft files. Stored
on CD or DVD.

3. Product library on PACN file server, where like products are stored with other products,
such as a final report stored with other reports.

Long-term projects

Milestone products, such as annual progress reports and annual datasets, will be electronically
archived by the same methods applied to short-term projects. In addition, long-term datasets will
be inherently archived and stored on the PACN file server and by the networks routine backup
procedures.

11.3. Electronic Archiving Process and Workflow

Electronic files should be consolidated and packaged for electronic archival when a project is
complete or, for long-term projects, when milestones are reached. PACN project leaders are
responsible for packaging electronic files and data for the data manager, who is then responsible
for accomplishing product archiving, integration, backup, and distribution (Figure 11.1).
Archiving of hardcopy products, accomplished by park or regional cultural resources staff, is
discussed in Chapter 12.

The project leader should prepare the electronic files as follows:

e Complete the Project Organizer Documentation

e Comply with file naming standards

e Comply with documentation standards

e Include all related documents listed in the PACN Project Deliverables guidance document
(see Appendix B)

e Make a clear distinction between draft and final files. Draft files will be included in project
backup, but will be deleted for final online project archiving

e Make a clear distinction between public and sensitive information

e Ensure the Project Tracking database is complete (this will require working with the data
manager)

The data manager will:
e Archive the project information on the centralized \Archived_Projects directory. Stored
indefinitely.
e Complete a project backup on CD or DVD; media may be stored for 5 years.
e Integrate deliverables, such as final reports, into appropriate catalogs, electronic libraries
and NPS clearinghouses, as described in this plan or in the monitoring protocols. Stored
indefinitely.
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Figure 11.1. Schematic depicting workflow for storage and archiving of electronic and hardcopy products.

11.4. Quality Control for Converted Data

Databases that are converted from one version of database software to an upgraded version will
require additional quality control, particularly when the database applications are actively used
for data entry or analysis. Forms, queries, reports, and data entry will be thoroughly tested during
upgrades.

For datasets of limited use, the Network may decide to convert to ASCII format. In this case, the
datasets will no longer be upgraded. Complete documentation is necessary and should include
table, field and object relationship descriptions. All ASCI|I files created from databases will
undergo quality control activities or functions to ensure that the number of records and fields
correspond to the source dataset, and that conversion has not created errors or data loss.

11.5. Digital Data Backups

Project backups are done each time a project milestone is reached. This may be after data entry,
just before a project directory clean-up, or at project completion. Interim project backups are
encouraged and are the responsibility of the project leader. The data manager will complete a
project backup at the time of project completion.

The risk of data loss from catastrophic events must also be safeguarded against. Such

catastrophic events include natural catastrophes (fire, volcanic eruption, hurricane), hardware
failure, software failure or corruption, and security breaches or vandalism. Performing regular
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data backups and arranging for off-site storage of backup sets are the most important safeguard
measures against data loss.

The PACN file server is integrated with PWRO-HNL servers and takes advantage of the
network-attached storage (NAS) backup strategy of the regional IT specialists, who use a level 5
redundant array of independent disks (RAID) implementation. In addition to this disk-to-disk
backup strategy, PACN employs a tape backup device to create monthly backup sets of the
PACN file server data for off-site storage.

Backup of data on desktop computers is the responsibility of the individual assigned to that
computer. PACN encourages all network staff to regularly backup desktop computer data, and
most staff use external hard drives for this purpose. All critical data stored on desktop computers
should also be periodically copied to the PACN server (where individuals can create a personal
folder for critical working files) so as to take advantage of the NAS backup strategy.
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12. NON-DIGITAL DATA ARCHIVING AND RECORDS MANAGEMENT

This chapter applies to documents such as final reports prepared by NPS staff or contractors,
program administrative documents, contracts and agreements, memoranda of agreement, and
other documents related to PACN administration, activities, and projects. This chapter also
applies to physical items such as natural history specimens, photographs, and audio tapes. In
most instances these documents and objects are essential companions to the digital data
described throughout this plan.

This chapter is not intended to provide a full description of archiving procedures. That
information is covered in museum manuals and regulations. It is intended to provide guidance in
making the transition from completed products delivered by the project leader to a secure and
long-term storage facility managed by park and/or regional repositories.

12.1. NPS Standards

Direction for managing many of these materials (as well as digital materials) is provided in NPS
Director’s Order 19: Records Management (2001) and its appendix, NPS Records Disposition
Schedule (NPS-19 Appendix B, revised 5- 2003). NPS-19 states that all records of natural and
cultural resources and their management are considered mission-critical records, that is,
necessary for fulfillment of the NPS mission. NPS-19 further states:

Mission critical records are permanent records that will eventually become archival
records. They should receive the highest priority in records management activities and
resources and should receive archival care as soon as practical in the life of the record.

Section N of NPS-19 Appendix B, which provides guidelines on natural resource-related records
(including, specifically, products of Inventory and Monitoring Programs), indicates that all
natural resource records are considered “permanent” and need to be retained either in an
appropriate park museum facility or at the National Archives. It also indicates that non-archival
copies of natural resource-related materials are “...potentially important for the ongoing
management of NPS resources” and should not, in any instance, be destroyed. The NPS Museum
Handbook provides the overarching guidance for archival procedures. In particular, Part Il,
Appendix A: Mandates and Standards for NPS Museum Collections lists the cultural and natural
history laws, regulations and conventions for NPS museum collections and should be reviewed
prior to object collections.

12.2. Park Unit and PACN Network Standards

Direction for managing materials for each park unit is described in each collection facilities
“Scope of Collection Statement”. In general, only materials directly “... related to one or more of
the park’s themes or site-related materials that the NPS is legally mandated to preserve” will be
accepted. All of these materials are required to be cataloged in the NPS cataloging system
(ANCS+) (36 CFR, Section 2.5)

Appendix N: Data Management Plan (DRAFT) 14 December 2005 G. H. Dicus 81



The PACN will adhere to the standards described above. All specimens collected as part of
PACN projects are considered property of the respective park. Procedures for the collection and
processing of specimens or samples will be dictated by curatorial staff at the park or regional
level, as appropriate.

12.3. Role of Curators in Curation and Museum Collection Storage

Curators and archival specialists for the region and PACN parks are an excellent source of
expertise, advice, and guidance on curatorial issues, and they have a role in almost every project
undertaken by the network. Project leaders should consult with curatorial staff early in the
project planning stage to ensure that all aspects of museum curation of documents, specimens,
and other objects are considered, and that any associated expenses are included in project
budgets.

An accession number is assigned by the park curator at the time of a park research permit, when
there will be field collections, or at the completion/milestone of a project, for “desktop” research.
After collection, a range of catalog numbers can be assigned by the curator for the principal
investigator to use. The accession and catalog number assignments must be requested by the
project leader.

The project leaders will package all project materials and provide this package to the park or
regional curator, as previously established in their collection permit. The curator will ensure the
materials are properly stored, cataloged, and archived. The project leader is ultimately
responsible for ensuring this is completed.

12.4. Workflow

PACN project leaders are responsible for preparing materials for the curator. The workflow
illustrated here and described in this chapter refers to the general procedure for making the
transition between the project leaders and the museum staff (Figure 12.1). The museum staff will
follow a much more detailed procedure for actual curation. The workflow schematic begins with
the delivery of the products, walks through the electronic storage of these products, and then
highlights the storage and archiving of materials (Figure 12.1).
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Figure 12.1. Schematic of natural history curation workflow for both hard copy documents and specimens.

12.5. PACN Network Archiving Process

Project materials should be consolidated and packaged for curation when a project is complete
or, for long-term projects, reaches a milestone. The project leader should acquire an accession
number from the respective curator.

The project leader should package the project information as follows:
e A coversheet, memo, or Collection Catalog Worksheet listing contact information, project
abstract and purpose, sensitivity and use of materials, and all materials included in the

package.

e All materials are clearly labeled with:

° Park acronym
°  Date, or range of

dates

°  Accession number
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°  Project number

e Field notes are on acid free paper (preferred) or copy paper and stored in a 3- ring binder or
book box.

e Other paper materials such as reports and data printouts are also stored on acid free paper
(preferred) or copy paper and placed individually in an acid free, labeled folder.

e Photos should be printed and documented.

e Voucher specimens are properly labeled according to the Museum Handbook

e For specimens not residing in park collection facilities, loan paper work is completed and a
copy of the form is stored with the project package.

e Specimens not residing in NPS repositories should be stored in a selected facility that meets
NPS museum collection standards.

e Curation of specimens must be addressed in PACN vital signs protocols and should specify:
° Name and address of facility
°  Memorandum of Agreement, if applicable
° List of items to be curated or loaned

e CD or DVD of all electronic materials. Jewel case should be labeled with:
°  Park acronym
° Date created
° Range of dates for information
° Accession Number
°  Project Number
° List of contents

The museum staff will catalog this information into ANCS+ and will properly store the materials
according to the Museum Handbook. If specified in arrangements with the network and each
affected the park, a similar package should be prepared as “working copies” for the network and
the park(s) for local storage and use.

12.6. Archive and Storage Locations

Many of the PACN parks lack adequate facilities for proper storage and archiving of documents,
photographs, artifacts, and specimens from all natural and cultural resource projects. While most
PACN parks actively store documents, many look to other institutions for storage and archiving
of artifacts and specimens. The principal non-NPS facility used is the Bishop Museum in
Honolulu. While storage of artifacts and specimens in non-NPS facilities presents challenges for
park staff wishing to access materials, an institution that has ample resources committed to an
organized and well maintained collections department serves scientists and researchers well
because it represents a centralized location possessing a broad array of materials from a diversity
of collection sites.

PACN parks will likely continue their cooperation with the Bishop Museum as a curatorial
facility for artifacts and specimens collected in the parks.
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12.6.1. PACN Network Working Files and Library

While a PACN project is on-going, all relevant materials (reports, administrative documents,
critical e-mails or correspondence, and data print outs) are stored in the PACN offices in an
organized cabinet. Upon project completion, PACN ensures that all final and pertinent project
materials are submitted to the appropriate park for long-term storage and archiving. If the park
lacks the resources to store and archive these materials, then PACN stores them long-term in a
centralized cabinet.

A separate file cabinet for the PACN library will contain annual and final project reports and
may contain additional reports that are related to inventories or vital signs monitoring. All
materials in this library will be cataloged into the NatureBib database and should be citable. This
library should not contain draft materials.

12.7. NPS Automated National Catalog System (ANCS+)

The NPS service-wide cataloging system is ANCS+ (using ReDiscovery software customized for
NPS). Mostly, staff with cataloging duties are the only staff with this software. Park collections
are entered into ANCS+ at the local level, then “rolled up” to the service-wide database.

The cataloging system uses an accession number to identify a collection, and catalog numbers to
identify the items within the collection. For a project that collected specimens, the project has a
single accession number, but contains multiple catalog numbers (one for each specimen
collected). Park staff may access the catalog system by one of three methods:

e Contact a park curator and review together

e Request a copy of the program and data from the park curator

e Access the information online using ReDiscovery Web Catalog

(http://www.nps.gov/curatorial)

Uploading of a park’s ANCS+ records to the online ReDiscovery Web Catalog is provided at an
added cost to the park. It should be noted that the online catalog may not represent all collection
holdings at a given park.

12.8. Photographs

Museum curators have been reluctant to fully embrace digital photography and some have
expressed concern that, with the accelerating rate of technological change, documentary heritage
is in danger of being lost in the information age (Cox 2000).

Photographic methods to be used by any given project are developed by the project leader and
PACN staff. PACN accepts both digital and analog photographs. Under the project leader’s
direction, PACN will screen photos quality, redundancy, and adequate documentation. For
projects using analog methods, PACN accepts and processes 35mm slides (preferably
Kodachrome or Ektachrome), which have a proven long-term stability (Wilhelm and Brower
1993), and 4x6 color prints. Original photographs are a high priority for placing in archival
storage conditions.
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Slides should be labeled using indelible pigment ink, or using laser-printed archival-quality slide
labels. Slide labels will include: a unique ID, project name, accession number, photographer
name, photo date, a brief identification of contents (e.g., species name, plot ID), and geographic
location (coordinates and datum, or a description). All slides should be stored in polypropylene
slide sleeves. In addition, all slides will be scanned and saved digitally as Tagged Image File
Format (TIFF) (preferred) or JPEG files, and these are used as the primary means of distributing
or reproducing the images.

Photographic prints should be stored in individual polypropylene sleeves and within archival
boxes. Each photo should be labeled on the back, using archival-quality labels that are either
laser-printed or hand-labeled with the same information elements required for slides. If a
contractor is submitting photographs, corresponding TIFF files must also be submitted.

Every image, regardless of format, has an entry into a photo database (ThumbsPlus or other
approved database) where attributes such as electronic file name, keywords, project, photo
description, photographer, date, and location are cataloged.

12.9. Specimens

The network assists with planning for monitoring projects that includes budgeting for specimen
preparation and records processing and cataloging. Specimens collected under the auspices of
PACN will be provided to the respective park in which they were collected for curation, or to a
repository approved by a park. Project leaders are responsible for providing park curators with
necessary data for cataloging each specimen. PACN data management staff will assist project
leaders and curators in ensuring that specimens records are in comma-delimited format (.csv) for
automated uploading into ANCS+. Data provided to non-NPS curators will be in an appropriate
format specified by the institution.

Many of the PACN parks will continue to use the Bishop Museum as a repository for specimens.
Although details on the process for transferring specimens to the museum continue to evolve, the
larger parks in Hawaii have established guidelines for collection permit requirements (Appendix
C and Appendix D). Storing specimens at the Bishop Museum has the benefit of allowing future
researchers access to not only NPS specimens, but to other specimens in their area of interest.

12.10. Other Materials

All materials related to a project should be provided in the collection. Not all materials, however,
are described in this chapter, such as audio or video. These items should be discussed on a case
by case basis with the museum staff.

Appendix N: Data Management Plan (DRAFT) 14 December 2005 G. H. Dicus 86



13. IMPLEMENTATION

As a data provider, we may be satisfied with what we have been doing for years. It may meet our
immediate needs. The 1&M Program, however, focuses attention on our data consumers —
managers who need to be able to make decisions based on the data we provide or researchers
who will be using these data decades from now. The central goal of vital signs monitoring is to
understand the long-term patterns and processes of park ecosystems at multiple spatial scales.
Good data management practices are essential to achieving this goal. Data cost less to save than
to collect again, and ecological data often cannot be collected again at any cost.

The Data Management Plan (DMP) contains practices that may be new to staff and principal
investigators. With a few exceptions, however, the DMP does not include any requirements that
are new. Almost every requirement comes from law, Director’s Orders, or the I&M Program.
The DMP helps to put these requirements into context and in sequence, and provides operational
guidance for achieving these requirements. The DMPs for each of the 32 1&M Networks are the
first comprehensive documents of their kind and will establish a gateway at each network for
managers, educators, and the greater scientific community to reach data and information about
the park resources.

Good data management practices will take time. Some vital sign collection procedures and data
management practices are already in use and may require minimal revisions. Others may involve
several iterations of procedures and databases before reaching their acceptable and functional
data reporting formats.

13.1. Common Poor Practices in Data Management

As discussed earlier in Chapter 6 (Data Acquisition and Processing), data mining is an important
component of all projects, as a means of discovering existing data and information that may be
useful to the project. PACN spent considerable effort in data mining for data and information
useful to the 1&M Program. This consisted of looking through archives, office filing cabinets,
natural resource folders, libraries, and electronic files. Not surprisingly, some data and
information was well maintained and documented, and some was not. Examples of common data
management problems are:

e Unfinished projects. This can happen for any number of reasons beyond the staff’s control.
Unfinished projects, however, are the most difficult to manage. It takes several times longer
to document an incomplete project than a finished one. The best data management practice
is to finish the project or reach a logical milestone.

e Lack of header information. Often, sheets of information do not have a date, name or
subject. It requires reading the content of the material in order to make a determination if
the information is relevant. This is extremely time consuming. Often relevant information is
discarded because it does not have adequate header information. A good data management
practice is to use a memorandum format or a standard header for all files for a project, no
matter how insignificant.

e Lack of documentation. Most projects and data are inadequately documented. Without
documentation, the data are often considered unusable. This DMP describes documentation
techniques. Documentation should be on-going throughout the duration of the project.
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e Lack of file naming standard and version control. In many cases it was impossible to know
which file was the final product.

e No archive or final storage. Tucking years of data away in an individual’s desk or personal
computer isn’t accessible to anyone else. Often it requires in-house knowledge to know the
information even exists. Often when there is a turnover in staff, this information is lost.

13.2. Years 1-5 of Implementation

The first few years of the implementation of this plan will involve learning, testing, and refining.
The DMP will be implemented for the first few vital signs monitoring protocols, and data
management fundamentals training will be provided to network and park staff. During this
period, templates and SOPs will be developed and tested, and these will then be applied to the
other vital signs monitoring protocols. We anticipate that there will be some bottlenecks and
their identification and elimination is an important phase in the implementation of this plan.
Implementation Goals for Years 1-5:
e All Network staff understand the fundamentals of data management, which include:
°  File management
° Documentation
° Quality assurance and quality control
° Electronic storage
° Archive storage
e Improve data management practices by implementing:
°  Conceptual Data Models for vital signs monitoring protocols
° Testing of data entry prior to field work
e Develop common SOPs that can be used for multiple protocols
e Inform and direct the data management aspects of the first vital signs monitoring protocols
to be implemented

13.3. Years 5+ of Implementation

In five years, the DMP will be revised. This next revision may become more streamlined and
direct. With the experience gained and practices commonplace, generalizations may be
eliminated.

Implementation Goals for Years 5+:

e The DMP will be revised and streamlined for vital signs monitoring.

e All implemented vitals signs monitoring protocols will following the DMP guidance
e Databases and custom reporting will continue to be enhanced.
[ ]

Framework and gateway for integration of data with other agencies or networks will be
established.
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and Processing
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Chap 7. Quality Assurance
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Dorothy Mortenson

Southwest Alaska Network

Margaret Beer

1&M Program, WASO

Doug Wilder

Central Alaska Network

Sara Stevens

Northeast Coast and Barrier Network

Margaret Beer

1&M Program, WASO

Chap 8. Data Bill Eiche_nlaut_) Glacier Bay Ngtional Park

Documentation Tgresa Leibfreid Cumberland Pledmo_nt Network
Bill Moore Mammoth Cave National Park
Doug Wilder Central Alaska Network

Chap 9. Data Analysis and Rob Daley Greater Yellowstone Network

Reporting

Dorothy Mortenson

Southwest Alaska Network

Chap 10. Data
Dissemination

Sara Stevens

Northeast Coast and Barrier Network

Wendy Schumacher

1&M Program, WASO

Doug Wilder

Central Alaska Network

Chap 11. Digital Data
Maintenance, Storage, and
Archiving

Dorothy Mortenson

Southwest Alaska Network

Margaret Beer

1&M Program, WASO

John Boetsch

North Coast and Cascades Network

Chap 12. Non-Digital Data
Archiving and Records
Management

Dorothy Mortenson

Southwest Alaska Network

Stephanie Stephens

Alaska Regional Curatorial Center

Hildy Reiser

Chihuahuan Desert Network

Rob Daley

Greater Yellowstone Network

Margaret Beer

1&M Program, WASO

Chap 13. Implementation

Dorothy Mortenson

Southwest Alaska Network

Alan Bennett

Southwest Alaska Network
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PACN GIS Coverage Table. A list of GIS coverages held by PACN, with indication as to which parks are covered.

- South ..
West Pacific Pacific Hawaii
GIS Layer
WAPA | AMME | NPSA USAR KALA | HALE | ALKA | PUHE | KAHO | PUHO | HAVO
Base Cartography
USGS Quads (DRGs v1) X X X X X X X X X X
USGS Quads (DRGs v2) X X X X X X X X X X
Park Boundary X X X X X X X X X X X
Hydrography X X X X X X X X X X X
Digital Elev Model (DEM) X X X X X X X X X X X
Hypsography (scanned contours) X X X X X X X X X
Transportation (roads & trails) X X X X X X X X X X X
Shoreline X X X X X X X X X X
Nautical Charts X X X X X X X X
Boundaries
Land Ownership X X X X X X X X X
Ahupua’a (land divisions) X X3 X3 X3 X3 X3
Natural Resource Data
Vegetation (not to Nat’l Standards) X X X X1 X1, X2 X X1 X X
Fire X
Wetlands X X X2 X X X X X X X X
Rainfall X X X X X X X X
Temperature X X X X X
PRISM Climate Data X2 X2 X2 X X X X X X X
NPS Climate Stations X
Air Quality Stations
Geology (surficial) X X X4 X X X X
Soils X X X X X X X X X X X
Landcover X X X2 X X X X X X X X
Land Use X X X X X X X X X X
Anchialine Pools X
Tsunami Inundation X X X X X X X X
Flood X X X X X X X X X X
Lava Flow Hazard X X X X
Watershed X X X X X X X X
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South

West Pacific Pacific Hawaii
GIS Layer
WAPA | AMME | NPSA USAR KALA | HALE | ALKA | PUHE | KAHO | PUHO | HAVO
Satellite Imagery
IKONOS X X X X2 X X X X2
SPOT (10m Pan, 20m MS) X X X X X X X X
Landsat (30m MS) X X X X X X X X
Quickbird (USFS, Fall 2002) X4 X X X
Multispectral — 1m (Terrasystems) X X X
Orthophoto Quads
DOQQs X X X X X X X X X X X
EMERGE X X2 X2 X2 X X2 X2 X2
Aerial Photos (georegistered
NOAA Coastal Survey (2000) X X
True Color 1:1200 (2002) X2
Infrared 1:12000 (1994) X
True Color 1:8000 (2002) X4
Infrared 1:24000 (2003) X4
Natural Color 1:5000 (2004) X4 X4 X4
Natural Color 1:10000 (2004) X
Color IR 1:5000 (2003) X
Natural Color 1:5000 (2003) X
X1 = Data may be outdated or inaccurate.
X2 = Partial coverage.
X3 = needs to be compiled from USGS DLG Boundary data.
X4 = Expected to be delivered by contractor or partner.
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APPENDIX B. PACN PROJECT DELIVERABLES GUIDANCE
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Information Deliverables Specifications for PACN 1&M Projects

DRAFT - Pacific Island Network (PACN)

Aug 17, 2004

PROJECT CHECKLIST

Project:

Date:

Contract:

Completed Required | Optional

(date) Deliverable (due date) | (due date) | Notes
Study Plan

Project Log

Field Data Sheets

Tabular Data

GIS Data

Photographs

Data Collection Protocols

Data Documentation /
Metadata

Information Discovery

Final Reports

Annual Progress Reports

Dovetail with RPRS
reporting

Collections Management
Protocols

TBD with Collections
staff at time of Research
Permit application

Research Permit
application

Copy for | & M files

Notes/Specifications:
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Information Deliverables Specifications for PACN 1&M Projects
DRAFT - Aug 17, 2004

Purpose:

Many park management decisions are based on information obtained from inventory and
research projects. The information deliverables listed here assist archival records and help
substantiate management decisions now and in the future.

This document describes the products which should appear on a CD or DVD delivered to the
Pacific Island Network (PACN) on a yearly basis as the principle component of project
deliverables funded by I&M.

Most of the items described below reflect good management practices that would be undertaken
in one form or another by most projects. While it is a significant time investment to complete all
items, they all become critical at some stage of most projects. It should be expected that
approximately 30% of all project efforts toward data management.

To facilitate good project data management, PACN will provide examples, advice, and review of
the products described below. When project technicians are given concrete data management
tasks at the beginning of a project, producing the important deliverables becomes a relatively
simple process. If data management begins at the end of the field season, errors often occur and
objectives are not met as readily. To help understand the additional effort involved in producing
the deliverables, each section contains an “Efforts” component.

If the documents and data described below are maintained on a regular basis, producing the
yearly deliverable product should be as simple as taking the entire project folder structure,
copying it to a CD, and delivering it to the PACN Data Manager.

Definitions:
A ‘project’ is the sum total of all documents and actions taken under the auspices of a NPS
Research Permit.

Scientific Data Deliverables
Early in the calendar year following receipt of project funding, the researcher will provide NPS
with a CD or DVD containing the following organized and documented information:

Study Plan

Project Log

Field Data Sheets

Tabular Data

GIS Data

Photographs

Data Collection Protocols

Data Documentation / Metadata
Information Discovery

Annual Progress Reports and Final Reports
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e Research Permit Application and Collections Management Protocols
e Project Safety Plan

Multi-year projects will deliver data on a yearly basis.

Study Plan

Description:

The Study Plan submitted with project proposal should be considered a static document that
defines how a project was envisioned. To the maximum extent possible the Study Plan should
outline planned strategies for data collection, data management and documentation, project
reporting, and collections management. As necessary, the Study Plan can serve as a starting
point for the protocols and deliverables described below.

Effort:

No additional time effort beyond preparation of a thorough Study Plan

Project Log

Description:

The Project Log is simply a single word document that records significant project events such as
field data collection trips, project meetings, data processing progress, analysis progress, report
writing.

Effort:

One hour per week

Field Data Sheets

Description:

Ideally, field data sheets will be scanned and linked to the appropriate data record in the project
database. If a project needs assistance, please contact the PACN Data Manager. At a minimum,
field data sheets should be organized into a collection (e.g., in a 3-ring binder or book-box) on an
annual basis.

Scans, copies, or originals of all data sheets will be delivered to the park at project completion or
every two years for multi-year projects.

Effort:

Data sheets need to be organized by a project regardless of the deliverables requirement.
Providing copies to the park as a deliverable should require 2 days per year of effort to copy,
organize and deliver. The preferred medium is a “scan” linked to the database.

Tabular Data

Description:

The preferred storage of tabular field data is in relational MS Access 2000 or higher databases.
Whenever possible the database design should utilize an existing database template. Contact the
PACN Data Manager for the most current template.

If there is no appropriate database template, the data structure should follow available guidelines:

e Alaska Support Office. 2002. National Park Service, Database Specifications for Inventory
and Monitoring Studies
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e Alaska Support Office. 2002. National Park Service, Recommended Database Strategies
including 1&M Database Templates
e Alaska Support Office. 2002. National Park Service, Recommended Naming Standards.

These guidelines also describe quality control procedures for data entry

Before data entry is initiated, database design should be reviewed and approved by the Data
Manager. The Data Manager will review the database design for understanding and consistency
with NPS database design strategies. If the Principal Investigator is unfamiliar with relational
databases and database design, he/she should contact the PACN Data Manager for assistance in
creating/customizing databases.

There are instances where other data formats are acceptable, especially where automated data
collection instruments minimize or eliminate the possibility of data entry error. In such cases dbf,
delimited text, or other electronic formats may be acceptable. Using MS Excel as a data storage
software is unacceptable. All non- MS Access formats must be approved by the PACN Data
Manager prior to initiation of data collection.

All database fields, tables, queries, forms, reports, and modules should have the “Description”
portion of the objects “Properties” completed. This simple task serves as the documentation of
the database that can be exported to metadata.

Data in each database should be reviewed and corrected using an approved verification method,
such that data entry accuracy is 95% or greater. A description of the verification method and
results will be included in the Database Design and Description document accompanying this
database.

Effort:

Database design is time consuming and critical. It should be scheduled at the very earliest stages
of a project to maximize benefit. While database design, using an existing NPS template, can be
contracted out, the PACN Data Manager and Database Programmer are available to assist with
database design. Consult with the PACN Data Manager for a needs assessment. Complete
documentation should occur at the end of the project or at the end of the first 2 years.
Documentation efforts should be about 2 days. Minimal additional effort should be required
beyond the database design and documentation. Tabular data must be entered and stored
electronically regardless of the deliverables requirement.

GIS Data

Description:

All field data with associated location data should be delivered as GIS shapefiles. Note that many
large complex projects correctly produce a relatively small GIS layer documenting their data
collection site and store the bulk of the field data in a relational database; in this case, there must
be a clear unique identifier to link the GIS attribute data to data in other databases. GIS
shapefiles should include current year’s data. If the project spans multiple years, shapefiles
should present and summarize the data for the entire project dataset. Analysis and summary GIS
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shapefiles should also be delivered. Shapefiles should use the standard datum of NAD83 and
UTM projection, and FGDC compliant metadata must be included for all shapefiles.

All aerial flights over the park should be documented as a GIS flightline layer.

Effort:

GIS data must be entered and documented regardless of the deliverables requirement. Minimal
additional effort should be required to comply with the deliverables requirement.

Photographic Data

Description:

Photos collected as part of the Data Collection Protocol should be logically organized in a folder
structure. Data photos should be linked to the project database.

Guidelines:
SWAN and SEAN 2004. Digital Photographs Management Specifications for Alaska Inventory
and Monitoring Program. National Park Service. Consult PACN Data Manager for details.

Effort:

The effort to organize and link data photos varies tremendously depending on the number of
photos collected and the database they are linked to. If thousands of data photos are to be
collected then a substantial effort should be made to construct database forms to facilitate data
photo entry.

Data Collection Protocols

Description:

Data collection protocols are a major component of the data deliverables for the FY05 1&M
funding. They should provide a complete description of the data collection process for each data
field on the data collection forms.

Guidelines:

Oakley, Karen, L. Thomas, S Fancy. 2003. Guidelines for Long-term Monitoring Protocols.
This can be found at: http://science.nature.nps.gov/im/monitor/protocols/ProtocolGuidelines.pdf,
or through the PACN Data Manager.

Effort:

Data collection protocols are a major time commitment. Expect to expend 5% of a project time
on data collection protocols in the first and second years. Thereafter, effort should decrease
substantially.

Data Documentation / Metadata

Description:

All project-related data should be outlined and described in this document. Tabular data must be
fully explained, including descriptions/definitions of all tables and data fields (if users of MS
Access complete the Description portion for all data fields, tables, queries, forms, reports, and
modules, then export of this information to a metadata document is simple and straightforward).
Metadata for GIS data should be completed in ArcCatalog or in text files. Additional items to be
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included in Data Documentation / Metadata are summaries of data processing steps and/or data
analysis steps (describing all software processes used to modify/analyze raw data).

Effort:

Thorough data documentation is time-consuming, and will likely require 5-10% of project time.
However, completing small tasks from the onset can significantly simplify the process. For
example, completing the description portion for all database objects during database
development, completing GIS metadata during shapefile creation, and documenting data
processing and analysis steps throughout the process will lay the groundwork for documenting
all data components of a project. Generally, documentation of tabular data will occur early in the
project, documentation of GIS layers and data processing will occur mid-stream, and
documentation of data analysis will occur in the project’s latter stages.

Information Discovery
(Literature Review/Bibliography/Data Clearinghouse Search)

A review of existing literature and data should be done at the onset of each project. A summary
of the information discovered through this process should be summarized. This may be included
in the Study Plan or Report or written as a separate, informal report.

Reports

Description:

Annual progress reports should summarize project progress, including a description of completed
project deliverables and a schedule for remaining deliverables. Final reports should summarize
the data and review data analysis in light of related scientific data and theory, clearly present key
findings, and comment on management implications of project findings.

Copies:

An electronic copy of the report is required in MS Word and any supplemental information in
MS Office products. If desired, these may also be provided in Adobe PDF format, consolidated
into one document, or a series of documents with logical breaks. The use of bookmarks is
encouraged.

For Annual Progress Reports, 2 hardcopies should be provided to the PACN | & M office. For
Final Reports, the PACN Network Coordinator should be consulted regarding the number of
hardcopies to be submitted (e.g. park libraries, etc.).

Collections Management Protocols and Research Permit Application

Description:

All projects that involve collection of specimens must develop a collections management
protocol, which will require collaboration from Cultural Resources staff and approval from
PACN staff. If specimens are to be stored at a non-NPS facility, agreements must be arranged
through NPS Cultural Resources staff. Cultural Resources staff must be consulted regarding
proper storage and cataloging of specimens. These arrangements must meet the needs of both the
ANCS+ database (for Cultural Resources) and the NPSpecies database (for the | & M Program).
In addition, the PACN office requires a copy of the Research Permit Application for all projects.
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Effort:

A Collections Management strategy should be an integral part of the Research Permit. Although
planning and collaboration to develop this strategy will not consume much project time, the
processing of specimens (identification and proper labeling) may become labor intensive.

Additional Information : Filenaming Conventions

File naming conventions help in data management by clearly separating drafts from most current
versions. These guidelines apply to all files:

No spaces or special characters within the name

Use date for version control, (YYYYMMDD or YYYYMM)
Use underscore as delimiters

Use 50 characters or less

The PACN Data Manager can be consulted for additional data management recommendations,
such as management of digital images and appropriate folder structures for project data and
documents.
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APPENDIX C. HAVO CURATORIAL RESPONSIBILITIES HANDOUT
FOR COLLECTORS
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CURATORIAL RESPONSIBILITIES OF COLLECTORS
HAWAII VOLCANOES NATIONAL PARK

Collecting and doing research in the National Parks entails certain responsibilities and
obligations regarding the curation of specimens and eventual public access to data.
This is based on the Code of Federal Regulation which requires registration of
specimens with the NPS Catalog. The CFR 36 2.5 (g) Research Specimens states, “(1)
specimens placed in displays or collections will bear official National Park Service
museum labels and their catalog numbers will be registered in the National Park Service
Catalog. (2) specimens and data derived from consumed specimens will be made
available to the public and reports and publications resulting from a research specimen
collection permit shall be filed with the superintendent.” If you collect specimens that
are to be permanently retained—regardless of where they are kept—those specimens
must be accessioned and cataloged into the National Park Service’s Automated
National Catalog System, and must bear National Park Service (NPS) labels containing
NPS accession and catalog numbers.

Before you begin collecting:

Call the Hawaii Volcanoes National Park Curators office (phone numbers appear at the
end of this document) to obtain an accession number for your collection. The accession
number is a unique park specific number that helps the curatorial staff track all
acquisitions.

THIS ACCESSION NUMBER MUST APPEAR ON ALL REPORTS,
CORRESPONDENCE AND ORIGINAL FIELD RECORDS PERTAINING TO YOUR
COLLECTION.

Specimens may not leave the park until they are given an accession number.

When you have determined which specimens are to be retained and will not be used in
destructive analyses:

1. Call the Curator’s office and obtain a block of catalog numbers for the specimens
that will be permanently retained. The catalog number is a unique identifying
number use by the curatorial staff to track collections. When you call, please
have your permit at hand so you can provide the following information:

e Your permit number;

e Dates collecting began and ended;

e Number of specimens collected (estimates are acceptable for large
collections);

e The name of the institution, in which the specimens will be curated, and
the name and title of the individual who will be responsible for the
specimens.

2. The Curator’s Office will send you (or the individual responsible for cataloging
your collection):

e Blank catalog worksheets for you to fill out and send back so that we can
enter all catalog records in the Automated National Catalog System. Or
we will send you a template in Excel for you to enter all your data. When
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we receive all your data we will check it and import it into our cataloging
program.

e Official NPS labels will be generated and sent to you to be place on or
with all specimens.

e An NPS Outgoing Loan Agreement form, to be signed by the individual
responsible for the loan. (All specimens, as well as their derivatives and
byproducts, remain the property of the United States). NPS policy
requires that long-term loans be renewed every 10 years. All collections
are subject to a random annual inventory. If part of your collection is
randomly selected we will be contacting you to report on the status of the
specimen.

3. You must submit:

e Any specimens that are to be permanently retained, along with their labels
and associated documentation, to the repository in which they are to be
curated. Specimens that are to be consumed in the course of
research need not be cataloged. The data derived from consumed
specimens will be made available to the public. Reports and publications
resulting from a research specimen collection permit shall be filed with the
Superintendent.

e Copies of all of your field records (notes, maps, recordings, etc.) must be
sent to the Hawaii Volcanoes National Park Curator’s office at the address
below, within a year of the final date of collection. A five year time lock will
be placed on these records which will prohibit access. Please copy maps
and other written or printed matter onto acid-free paper as it will become
permanent records.

4. Within a year of the final date of collecting, the following must be submitted to the
Hawaii Volcanoes Curator’s office:

e Completed NPS catalog worksheets or Excel database containing all

cataloging information.

If you find that you will have trouble meeting this deadline, call or write the curator at the
address below to make other arrangements.
PLEASE FEEL FREE TO CONTACT THE HAWAII VOLCANOES CURATOR’S
OFFICE AT ANY TIME IN THIS PROCESS WITH ANY QUESTIONS. WE ARE HERE
TO HELP YOU COMPLY WITH THE TERMS OF YOUR PERMIT AND MAKE
COMPLIANCE AS EASY AS POSSIBLE, UNDER CURRENT REGULATIONS.
Keola Awong, Curator
Tracy Laqua, Museum Technician
Hawaii Volcanoes National Park
P.O. Box 52
Hawaii National Park, HI 96718

Telephone: (808)985-6141 or (808)985-6142
Fax: (808)985-6029
e-mail: keola awong@contractor.nps.gov
tracy lagua@nps.gov
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APPENDIX D. HALE CURATORIAL RESPONSIBILITIES HANDOUT
FOR COLLECTORS
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CURATORIAL RESPONSIBILITIES OF COLLECTORS
HALEAKALA NATIONAL PARK

Scientific research and collecting within national parks entail certain obligations
regarding the curation of specimens and public access to data. The “General
Conditions for Scientific Research and Collecting Permit” (Attachment 1), “Haleakala
National Park’s Park-Specific Permit Conditions” (Attachment 2), and permit specific
stipulations/conditions outline your responsibilities as a collector within Haleakala
National Park (HALE). These conditions are attached to the permit you will be receiving
from the park. Please read them carefully before you sign your permit to ensure you
are willing to meet these conditions.

With regard to specimen collection permits, the Code of Federal Regulations (CFR)
requires the following conditions: “(1) specimens placed in displays or collections will
bear official National Park Service museum labels and their catalog numbers will be
registered in the National Park Service National Catalog; and (2) specimens and data
derived from consumed specimens will be made available to the public and reports and
publications resulting from a research specimen collection permit shall be filed with the
superintendent” (ref. 36 CFR 2.5(Q)).

Therefore, if you collect specimens that will be permanently retained—regardless
of where they are kept—those specimens must be accessioned and cataloged
into the NPS Automated National Catalog System (ANCS+), and must bear labels
with the HALE accession and catalog numbers on them. Permanently retained
specimens are defined as specimens not consumed in, or discarded after, scientific
analysis.

NOTE: If you intend to deposit permanently retained specimens in a non-NPS
repository an NPS Outgoing Loan Agreement must be signed by the official who will be
responsible for these specimens at the custodial institution. NPS policy requires that
long-term loans be renewed every 10 years. Review and discuss the conditions for
outgoing loans (Attachment 3) with the responsible curation official. If there are any
guestions/concerns regarding these conditions, please contact the Cultural Resources
Program Manager as soon as possible.

When you are finished collecting and identifying the specimens that are to be
permanently retained:

1. Write or email the Cultural Resources Program Manager to obtain an accession
number and cataloging information.

2. You will be sent a Microsoft Excel or Access template that will need to be filled
out to complete the cataloging process.
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3. Send the completed template to the Cultural Resources Management (CRM)
office, along with a copy of your field records (notes, maps, etc.) on acid-free
paper.

4. Submit the permanently retained specimens and associated documentation to
the repository in which they are to be curated.

5. The CRM Office will send the NPS Outgoing Loan Agreement to the responsible
curation official for signature and upon request, labels for the specimens. An
institution’s own labels may be used so long as they are of archival quality (such
as acid-free paper or Tyvek) and contain the HALE accession and catalog
numbers in permanent ink, in this format—

HALE-9999
[For the accession number; note the hyphen is necessary to distinguish
the accession number from the catalog number]

HALE 9999

[For the catalog number]

Please feel free to contact the Cultural Resources Program Manager, Elizabeth Gordon,
at any time during this process at:

Haleakala National Park
P.O. Box 369
Makawao, HI 96768
Telephone: (808) 572-4424
Email: elizabeth _gordon@nps.gov
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